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KK220 Establishing and Managing Budgets

Course Overview

The Commitment Control module in GEARS allows you to control transactions against
predefined approved budgets. Commitment Control is used to create, track, adjust, and monitor
expenses against control budgets. The Judiciary uses tracks budget activity for Operating budgets
and for Capital Project and Grant (Project-Grant) budgets in Commitment Control.

The KK220 Establishing and Managing Budgets course focuses on the establishment and
management of Judiciary Operating budgets. The PC210 Creating and Managing Capital
Projects and GR210 Managing Grant Awards courses discuss the establishment and management
of Project-Grant budgets.

Course Outline
The following course sections and lessons provide information and step-by-step procedures used
to establish, manage and track Judiciary Operating budgets in Commitment Control:

Course Audiences and Pre-requisites

Lesson 1: Understanding the Budget Management Process

Lesson 2: Establishing Operating Budgets in Commitment Control
Lesson 3: Generating a Budget Request for the HOBO Interface
Lesson 4: Entering Budget Amendment, Adjustments and Transfers
Lesson 5: Managing Budgets

Lesson 6: Reviewing Budget Reports and Inquiries

Course Summary
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Course Audiences and Prerequisites
Audience(s):
The Judiciary audiences for this course are:

o District Court - Headquarters
o Department of Budget and Finance - Budget and Reports

GEARS Role(s):
This course is intended for Judiciary employees with the following GEARS role(s):

o KK Budget Manager

Prerequisites:
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e KK100 Understanding GEARS Commitment Control for Managing Budgets
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Lesson 1: Understanding the Budget Management Process

Lesson Overview
The Understanding the Budget Journals lesson reviews budget journals and understanding budget

statuses in GEARS.

Lesson Objectives
After completing this topic you will be familiar with:

e Understanding budget journals
o Understanding budget journal entry process
e Understanding budget journal statuses

GEARS Commitment Control will manage operating and Project-Grants budgets. Budget
journals are used to establish budgets or update existing budgets. Operating budgets are loaded
by the DBF Budget Analyst, using a spreadsheet upload process. Project-Grant budgets are
established in Project Costing and loaded into Commitment Control. These processes generate
the budget and automatically establish budget journals. If needed, the appropriate GEARS
user(s) updates the budget journals online.

The diagram and table below highlights the process for establishing, updating, approving and
posting budget journals.

Budget Journal Entry Process

Approve Budget Post Budget
Joumals Joumals

Create and / or

Adjust Project-Grant
Budgets

Create / Update
Budget Joumals

Import / Load
Operational Budget
Joumals
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Process

Description

1. Establish Budgets
a. Import /Load Operational Budget
Joumals

b. Create and /or Adjust Project-Grant
Budgets

1a. The DBF Budget Analyst loads the
appropnated funds into GEARS using a
spreadsheet upload process.

1b. Project-Grant budgets are created in Project
Costing by the Grant Principal Investigator or
PC Project Manager. The budgets are finalized
and loaded by a process that verifies the parent
budget and creates the budget at the project level
in Commitment Control.

2. Create /Update Budget Joumals

The authorized GEARS useris) enters or updates
budgets manually, if necessary.

Budget transfers will be performed by authorized
GEARS users, including DBF and non-DBF
employees. Budget transfers are performed at
the account (sub-object) level. (NOTE:
Operational budgets OMLY)

3. Approve Budget Jourmnals

There are two levels of approval for budget
Journals, (1) the non-DBF court approval and (2)
DBF approval.

Budget transfers will be entered by Budget
Analysts and approved by the local Budget group
supervisor.

4. Post Budget Joumnals

Budget journals have to be posted to the
appropriate ledger (e.g., Operating Detail Budget
Ledger or Grants/Capital Projects Ledger). The
Post Budget Journals process allows
authonzed GEARS users to post the joumnals.
Posting can be done online orthrough a batch
process.
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1.1 Understanding GEARS Commitment Control Budgets

The Commitment Control module in GEARS is used for enforcing budget control over the
Judiciary's spending. Using this module, the Judiciary can define budgets for various categories
of their spending and track each spending transaction against available budget amounts.
Commitment Control impacts the Purchasing, eProcurement, and Accounts Payable, which are
responsible for creating transactions for spending.

By establishing and tracking spending and by checking these amounts against budgets, the
Judiciary can readily report on and control future spending.

Budget Ledger Groups

Commitment Control includes multiple ledgers to collect budget-impacting transactions for
Operating and Project budgets. A Ledger is set of posted balances for a budget. GEARS General
Ledger and Commitment Control support detail and summary ledgers.

The Judiciary uses four ledger groups to track budget activity, including the establishment,
adjustment, and spending of appropriated funds. The diagram below lists each ledger group and
describes it's function.

Tracks budget activity at the program level
(e.0., Program - 04 - District Court)

PROGRAM

Tracks summary budget activity for operational
(expenditure) budgets
(e.0., object class level - travel expenses)

OPERATING SUMMARY

Tracks detail budget activity for operational
(expenditure) budgets
(8.0, sub-object level - 0301 postage)

OPERATING DETAIL

GRANTS/
CAPITAL
PROJECTS

Tracks grants and capital project budgets
(e.g., G17F5 - Title IV -0 Child Support)

11l
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Budget Ledgers

Budget-impacting transactions flow into Commitment Control through source transactions that
update ledger balances. Each ledger group contains sub-ledgers (ledgers), which track budget
activity. As money is spent, you can track remaining balances for a budget.

The table below lists the four budget ledgers in a ledger group.

Ledgers Description

Budget The amount you are able to spend for different accounts/sub-object
classes (e.g., 0301 - Postage, 0400 - Travel, 0302 - Telephone, 1299 -
Grants, Subsidies & Contributions).

Pre-Encumbrance Amount that you can expect to spend, but which you have no legal
obligation to spend. A requisition is a pre-encumbrance transaction.

Encumbrance Amount that you have a legal obligation to spend in the future. Issuance
of a purchase orderto a vendor is an encumbrance transaction.

Expense Amount that you are obligated to pay a vendor. An invoice (voucher)
received from a vendoris an expense transaction.

After completing this topic you will be familiar with:

e Commitment Control budgets and how to track spending
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In this topic, you will learn how commitment control tracks budget activity.

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites - Main Menu > Commitment Control > Review Budget Activities > Budget Detais

Commitment Control Budget Details

Approp Batch

Business Unit  Ledger Group PCA Fund Account  Program o0 Approp Yr B Budget Period
MDJUD OPER_DTL 60091 0001 0301 B00G ADDOG AY2013 c25 2013
| Display Chart | [i]

Ledger Amounts

Y Max Rows: 100
)

Budget: 1,000.00USD

@
Aftributes
Expense: 10.00USD @ < Parent / Children
Associated Budgets
Encumbrance: 8000USD @ <4 “
Pre-Encumbrance: 0.00USD @ <A
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 900.00 & usD Percent: (90%)5  Forecasts
With Tolerance: 900008  usD Percent: (90%) &
Budget Exceptions.
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
« i v

Training Guide
KK?220 Establishing and Managing
Budgets

Step

Action

The Commitment Control Budget Details page displays the budget and tracks

spending for a chosen chartfield combination.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Commitment Control > Review Budget Activities » Budget Detais
Commitment Control Budget Details

Business Unit  Ledger Group PCA Fund  Account Program |“PPTOP Appropyr B3N g et Perioa M

Number Agy
MDJUD OPER_DTL 60081 0001 0301 B00G AQ006 AY2013  C25 2013
Display Chart [i]
Ledger Amounts
. 100
Budget: 1,000.00 USD S B Max Rows:
Aftributes
Expense: 10.00USD L4 <l Parent/ Children
Associated Budgets

Encumbrance: 8000USD @ <4 °

Pre-Encumbrance: 0.00USD @ <A

Associate Revenue: 0.00 usD

Available Budget

Without Tolerance: 900.00 & usD Percent: (90%) 5 Forecasts

With Tolerance: 900008  usD Percent: (90%) &

Budget Exceptions.

Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
< m b

Step Action

2. The highlighted section of the Commitment Control Budget Details page displays
chartfield information for the budget you are tracking.

In this example, the Operating Detail Ledger Group is being reviewed. The postage
budget (account/sub-object = 0301) for PCA 60091, AOC Department of Finance is
displayed.
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Home | Workist | MuliChannel Console |  Add to Favorites |

Sign out

Favorites  Main Menu > Commitment Control > Review Budget Activites » Budget Detais

Commitment Control Budget Details
Business Unit  Ledger Group PCA Fund  Account Program ‘:l"’":‘rs; Approp Yr :‘;‘:h Budget Period M
MDJUD OPER_DTL 50091 0001 0301 8008 A0006 AY2013  C25 2013

Display Chart [i]
Ledger Amounts.
Budget: @ &5 Max Rows: 100
Attributes

Expense: 10.00USD @ <A Parent/ Children
Encumbrance: 8000USD @ <4 Aesociated Bucaets
Pre-Encumbrance: 0.00USD @ <A
Associate Revenue: 0.00 usD |
Available Budget
Without Tolerance: 900.00 & usD Percent: (90%) 5 Forecasts
With Tolerance: 900008  usD Percent: (90%) &
Exception Errors: 0 Exception Wamings: 0 Budgst Exceptions

< m, b

Step Action
3. The Ledger Amounts section displays the amount in each of the OPER DTL ledger

(account) and tracks spending.

Expense - reflect all vouchers against this budget.
Encumbrance - represent all Purchase orders against this budget
Pre-Encumbrance - represent requisitions against this budget.

$1000.00.

Budget - reflects the budget amount established with budget journals.

group's four ledgers. It shows the budget amount established for the PCA sub-object

Using the example displayed, the total budget amount established for postage is
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Detais
Commitment Control Budget Details
Business Unit  Ledger Group PCA Fund  Account Program |“PPTOP Appropyr B3N g et Perioa M
Number Agy
MDJUD OPER_DTL 60091 0001 0301 B00E A0006 AY2013  C25 2013
Display Chart [i]
Ledger Amounts
. 100,
Budget: 1,000.00 USD S B Max Rows:
Attributes
Expense: 10.00USD ® <l Parent/ Children
Associated Budgets
Encumbrance: 8000USD @ <4 °
Pre-Encumbrance: 0.00USD @ <A
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 900.00 & usD Percent: (90%) 5 Forecasts
With Tolerance: 900008  USD Percent: (90%) &
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
< m ¥

Step Action

4, The Pre-Encumbrance field shows the total "open™ amount for all requisitions that
reference the budget shown. Once purchase orders are created, this amount
decreases for the amount of the purchase order.

In this example, there are no "open™ pre-encumbrances, therefore, the amount
displayed is $0.00.
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Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Details

Commitment Control Budget Details

Business Unit  Ledger Group PCA Fund  Account Program

MDJUD OPER_DTL 60091 0001 0301

Display Chart [i]
| Ledger Amounts.

Budget:
Expense:
Encumbrance:

Pre-Encumbrance:

Associate Revenue: 0.00

Available Budget

Without Tolerance: usp (90%)5  Forecasts
With Tolerance: usb (90%) &

Budget Exceptions.

Exception Errors: 0 Exception Warnings: 0 Budget Exceptions

Approp
Number

ADDOG

1,000.00USD

10.00USD

0.00USD

tch
Appropyr O

[

Budget Period

<
<
<
<

Budgets

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Max Rows: 100
Attributes

Parent/ Chilaren
Associated Budgets

.

Step

Action

The Encumbrance field shows the total "open™ purchase order amounts for the
budget shown. As vouchers (invoices) are created against the purchase order, the

amount decreases for the amount of the voucher.

In this example, the "open™ encumbrance amount is $90.00.

Page 11




Training Guide
KK220 Establishing and Managing
Budgets

GEARS

J{} General Enterprise And Resource Support

Favorites

Commitment Control Budget Details

Business Unit  Ledger Group PCA Fund  Account

MDJUD OPER_DTL 60091 0001 0301 B00G

[ Display Chart |

| Ledger Amounts

Budget:
Expense:
Encumbrance:

Pre-Encumbrance:

Associate Revenue:
Available Budget

‘Without Tolerance:
With Tolerance:

900.00 2
900.00 5

Exception Errors: 0 Exception Warnings:

Program

Home:

Main Menu > Commitment Control > Review Budget Activities > Budget Details

Approp

Bat -
Nomber  ApPrOpYr O Budget Period
A0006 AY2013 €25 2013
. 100
1,000.00USD S B Max Rows:
Aftributes
T.00USD @ <3 Parent/ Children
Associated Budgets
90.00USD @ <l °
0.00USD @ <l
000 USD
Uso Percent Forecasts
usD Percent
0 Budget Exceptions

Workist |

Budget Exceptions.

tch

WultiChannel Console | Addto Favorites | Sign out

Step Action

budget shown.

The Expense field shows the total amount of vouchers created that reference the

In this example, the amount to be paid to the vendor is $10.00.

Favorites

Commitment Control Budget Details

Budget:
Expense:
Encumbrance:

Pre-Encumbrance:

Available Budget

‘Without Tolerance:

With Tolerance:

Budget Exceptions.

Exception Errors: 0

Exception Warnings:

Business Unit  Ledger Group PCA Fund  Account Program
MDJUD OPER_DTL 50091 0001 0301 8008
f Display Chart | [i]

Home:

Main Menu > Commitment Control > Review Budget Activities > Budget Detais

Worklist |

MutiChannel Console | Addto Favortes | Sign out

Approp Batch -~ i
e AppropYr o Budget Period
A0006 AY2013  C25 2013

1,000.00USD
10.00USD
90.00USD

0.00USD

0

Ledger Amounts

% ¢ ®

< Max Rows: 100
Attributes

< Parent/ Children
Associated Budgets

£l J

<

Budget Exceptions
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Step Action

7. The Available Budget section displays the amount available to spend. This amount
updates as transactions are processed in the system.

NOTE: The Maryland Judiciary does not allow overspending at the Program level.
The amounts shown in the With and Without Tolerance fields will always be the

same.
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

FEVOWEE Main MEHU > Comml:ment Control > Review BUdQetACtNMEE > Budget Detais

Commitment Control Budget Details
Business Unit  Ledger Group PCA Fund  Account Program ‘::r‘:‘r;; Approp Yr R:?h Budget Period B
MDJUD OPER_DTL 60091 0001 0301 B00G A0006 AY2013 c25 2013

Display Chart [i]
Budget: 1,000.00USD 3 < Max Rows: AL
Attributes

Expense: 10.00 USD =3 5l Parent / Children
Encumbrance: 90.00USD L4 <l Aesociated Budgels
Pre.Encumbrance: 0.00USD e <
Associate Revenue: 0.00 usD 1
Without Tolerance: 900.00 & usD Percent: (90%) 5 Forecasts
With Tolerance: 900004  USD Percent: (90%) &
Exception Errors: 0 Exception Wamnings: 0 Budget Exceptions

< i v

Step Action
8. The Budget Exceptions displays alerts that occur when budget transactions exceed
the available budget amount.
9. You have successfully completed the Understanding the Commitment Control

Budgets topic.

You have learned how to:

- Review Commitment Control budgets
- Track spending

End of Procedure.
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1.2 Reviewing the Budget Creation Process for Operating Budgets

In this topic, we will discuss how Operating budgets are created and updated in Commitment
Control.

After completing this topic you will be familiar with:

Understanding how operational budgets are created
Commitment Control budget journals

The process for creating budgets

The process for adjusting/transferring funds

A budget journal is used to create a budget. Establishing a new budget and making budget
changes in GEARS requires the creation of a budget journal. The budget is created at the PCA,
sub-object level. Budget journals and adjustments are made by Department of Budget and
Finance (DBF).

Budget journals are also used to transfer funds within PCA's at the Chartfield level (sub-object
level). These budget transfers are created by GEARS users, including DBF and non-DBF
Judiciary employees.

Budget Creation/Adjustment Process Overview

Create/Adjust Approve Operating
Operational e &  Budget Adjustment
or Transfer

Post Budget

Joumals

Budgets

Page 14
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Process Description
1. Create/Adjust Operational Budgets Operational budgets are created and/or adjusted in

GEARS Commitment Control by DBF Budget
Analyst during the fiscal year.

Budget transfers are performed at the account
(sub-object) level by GEARS users, including DBEF
and non-DBF employees.

2. Approve Operating Budget Adjustment or There are two levels of approval for budget
Transfar joumnals, (1) the non-DBF court approval and (2)
DBF approval.

Budget transfers will be entered by Budget
Analysts and approved by the local Budget group
SUpernvisor.

3. Post Commitment Control Budget Joumals | Budget journals have to be posted to the
appropriate ledger (e.g., Operating Detail Budget
Ledger or Grants/Capital Projects Ledger). The
Post Budget Journals process allows authorized
GEARS users to post the journals. Posting can be
done online orthrough a batch process.
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1.3 Reviewing Budget Journals

When budget journals are established, information about the budget is recorded on the budget
header and budget lines. The journal header stores high-level information about the journal,
including journal ID, journal date, journal status, etc. The journal lines contain the budget to
which you are posting funds (e.g., PCA, Fund, Account, Program, Appropriation Number,
Appropriation Year) and the budget amount.

After completing this topic you will be familiar with:
e The components of a budget journal
Procedure

In this topic, you will review a budget journal that has been created, approved, and posted in the
system.

Favorites = Main Menu > Commmme‘ntcantro\ > BudgethaumaLs > Enter Budget Journals
@ New Window 7 Help \ZPersonaHzaF’age E,rmc
[« D BudgetLines Budget Errors
Unit: MDJUD Journal ID: 0000000172 Date: 12i0412012
Ledger Group: OPER_DTL Fiscal Year: 2013 Period: 6
Control ChartField: Program Code Currency: usD
Budget Header Status: Posted Rate Type: CRRNT
Budget Entry Type: Original Exchange Rate: 1.00000000 FE‘
Cur Effdt: 12i0412012
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Original Attachments (0
Long Description:
L)
Alternate Description
)
IS save L\ Returnto Search <[ 4= MNextin List Notify s Refresh E+ Add
Budget Header | Budget Lines | Budget Errors
Step Action
1. The Budget Header page displays the budget header information for the budget
journal.
In this example, we are displaying a budget journal for the Operating Detail Ledger
Group for Fiscal Year 2013.
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Budget Header Budget Lines Budget Errors

Training Guide
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Home | Workist | MukiChannelConsole | AddtoFavortes | Signout

Enewwindow 7 Help & Personalize Page 8 hip

Unit: MDJUD Journal ID: 0000000172 Date:

Ledger Group: OPER_DTL Fiscal Year:
Control ChartField: Program Code Currency:
Budget Header Status: Posted Rate Type:
Budget Entry Type: Original Exchange Rate:
Parent Budget Options Cur Effdt:
Generate Parent Budget(s) Budget Type:
Use Default Entry Event
Parent Budget Eniry Type: Original

Long Description:

Alternate Description

B save| Q& RetumioSearch | |+ Frevious it | [+E NextinList| [Z] Nolity | |7 Refresn |

Budget Header | Budget Lines | Budget Errors

12i0412012

2013 Period: 6

usD
CRRNT

100000000 [
1200412012

Expense

Attachments (0

Ewadd| [Eliipsateispiay]

Budgets

Step

Action

Let's take a look at some of the key fields included on the Budget Header page.

Once a new budget journal is saved, the system will auto-assign a Journal ID. You
can use the Journal ID when searching for journals created in Commitment Control.

In this example, the Journal ID is 0000000172.
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Budget Header Budget Lines Budget Errors

Favorites = Main Menu > Commitment Conftrol > Budget Joumnals > Enter Budget Joumals

General Enterprise And Resource Support

68GEARS

Home | Workist | MukiChannelConsole | AddtoFavortes | Signout

Enewwindow 7 Help & Personalize Page 8 hip

Unit: MDJUD Journal ID: 0000000172
Ledger Group: OPER_DTL

Control ChartField: Program Code

Budget Header Status: Posted

Budget Entry Type: Original

Generate Parent Budgef(s)
Use Default Entry Event
Parent Budget Eniry Type: Original

Long Description:

Alternate Description

Budget Header | Budget Lines | Budget Errors

Fiscal Year:
Currency:

Rate Type:
Exchange Rate:
Cur Effdt:

Budget Type:

B save| Q& RetumioSearch | |+ Frevious it | [+E NextinList| [Z] Nolity | |7 Refresn |

Date: 12i0412012

2013

uso
CRRNT

100000000 [

12i0412012

Expense

Attachments (0)

Period: 6

Add| [Elslipdaic/Dispiay)

Step

Action

Commitment Control.

will apply to.

The Journal Date field indicates the date that the budget journal was established in
the system. You can use the Journal Date when searching for journals created in

The Journal Date establishes the Fiscal Year and accounting period that the journal

In this example, the budget journal was established on 12/04/2012.
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Favorites

BudgetHeader [@=NTATANITES

Main Menu > Commitment Control > Budge

Budget Errors

mals > Enter Budget Journals

ENew wWindow 7 Help

Unit: MDJUD

edger Group:
Control Chartfield:

Budget Header Status:

Budget Entry Type:

Use Default Entry Event
Parent Budget Eniry Type:

Long Description:

Journal ID: 0000000172

OPER_DTL
Program Code

Pasted

Original

Parent Budget Options

Generate Parent Budget(s)

Original

Fiscal Year:
Currency:

Rate Type:
Exchange Rate:
Cur Effdt:

Budget Type:

12i0412012

2013 Period: &

usD
CRRNT

100000000 [
1200412012

Expense

Attachments (0

Alternate Description

B save

&\ Retun to Search | [+5 prevous ot | [E NextinList | [ Notify

Budget Header | Budget Lines | Budget Errors

|4 Refresh |

Ev Add| [ ups

Training Guide
KK?220 Establishing and Managing

[ Personalizs Page

nien

http

Budgets

Step

Action

posted.

The Ledger Group field indicates the ledger group that the budget amount is

In this example, the budget is posted to the Operating Detail Ledger Group
(OPER_DTL).

Favorites

BudgetHeader [@=NTATANITES

Main Menu > Commitment Control > Budge

Budget Errors

mals > Enter Budget Journals

ENew wWindow 7 Help

Unit: MDJUD

Ledger Group:

Control ChartField:

Budget Entry Type:

Use Default Entry Event
Parent Budget Eniry Type:

Long Description:

Journal ID: 0000000172

OPER_DTL

Program Code

{Budget Header Status: Posted

Original

Parent Budget Options

Generate Parent Budget(s)

Original

Date:

Fiscal Year:
Currency:

Rate Type:
Exchange Rate:
Cur Effdt:

Budget Type:

12i0412012

2013 Period: &

usD
CRRNT

100000000 [
1200412012

Expense

Attachments (0

Alternate Description

B save

&\ Retun to Search | [+5 prevous ot | [E NextinList | [ Notify

Budget Header | Budget Lines | Budget Errors

|4 Refresh |

Ewadd| [Eliipsateispiay]

[ Personalizs Page

nien

http
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Step Action

5. The Budget Header Status field indicates the status of the budget journal. When a
budget journal is "Posted"”, the amount is available for spending.

In this example, the budget is posted to the Operating Detail Ledger Group
(OPER_DTL).

ORA
Home | Workist | MukiChannel Console | AddtoFavorites |  Sign out
Favorites = Main Menu » Commitment Control > Budget Journals > Enter Budget Journals
&NewWindow 7 Help [ Personalize Page &, hip

[ ""’li"’".k BudgetLines ~ Budget Errars

Unit: MDJUD Journal ID: 0000000172 Date: 1210412012
Ledger Group: OPER_DTL Fiscal Year: 2013 Period: 6
Control ChartField: Program Code Currency: usD
Budget Header Status: Posted Rate Type: CRRNT
fudget Entry Type: Original Exchange Rate: 100000000 B
[ Parent Budget Optio Cur Effdt: 1210412012
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Original Attachments (0)

Long Description:

Alternate Description

3 save L\ ReturntoSearch <[ 4 Nextin List Nefify | s Refresh B Add

Budget Header | Budget Lines | Budget Errors

Step Action

6. The Budget Entry Type field indicates if a journal is established as the original
journal, an adjustment to the original budget. The values in this field are "Original",
"Adjustment".

In this example, the Budget Entry Type is "Original”. An original budget entry
being made for the first time.
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Favorites = Main Menu > Commitment Conftrol > Budget Joumnals > Enter Budget Joumals

=ILLEGEELEE © Budget Lines | Budget Errors

ENew window 7

5 Save | |Q\ ReturntoSearch | [+ frovious ol [HE Nextinlist| [ Nofity | |7 Refresh |
. ) ) L J

Budget Header | Budget Lines | Budget Errors

Unit: MDJUD Journal ID: 0000000172 Date: 120412012
Ledger Group: OPER_DTL Fiscal Year: 2013 Period: 6
Control ChartField: Program Code Currency: usD
Budget Header Status: Posted Rate Type: CRRNT
Budget Entry Type: Original Exchange Rate: 1.00000000
Parent Budget Options Cur Effdt: 12104/2012
[/] Generate Parent Budget(s) Budget Type: Expense
[l use Default Entry Event
Parent Budget Entry Type: Original Aftachments (0)
Long
L)
Alternate
&

Help [ Personalize Page ,rmo

Step

Action

Click the Budget Lines tab.

BudgetLines

Favorites  Main Menu » Commitment Control > Budget Journals > Enter Budget Journals

 Budget Header =T EAELIEN “BudgelErrors

ENew Window 7 Help [& Personalize Page B, htp

—
Unit: MDJUD Journal ID: 0000000172 Date: 12i0412012

“Progess:  Copy Joumal

~ Lines

BTV  Base Currency Detais

Budget Header Status:  Posted

Personalize | Find |

line |Ledger BudgetPeriod  |SpeedType :’;" PCA Fund  Account Program  nPPOP  AppropYr  SetOptions Currency  Amount
1 OP_DTL_BUD 2013 Qc25 (60183 0001 0301  BOOG  ADDDG  AY2013  [SetOptions USD 1,000,000.00
<[ m ] 3
From Line: To f Generale Budget Period Lines )

Total Lines: 1 Total Debits: 0.00

Total Credits:

5 Save | |\ ReturntoSearch | [+ frovious ol [HE Nextinlist| [ Nofity | |7 Refresh |
. ) ) L J

Budget Header | Budget Lines | Budget Errors
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Step Action

8. The Budget Lines page displays the budget chartfield information for the budget
journal.

In this example, $1,000,000.00 is being posted to the postage account for the
Department of Budget and Finance for Appropriation Year 2013.

ORA
Home | Workist | MuliChannel Console |  Addto Favories |  Sign out

Favorites -~ Main Menu » Commtment Control > BudgetJournals > Enter Budget Journals
B New Window ? Help [ Personalize Page &, hip
Budget Header Blldg-zlLim.'i Budget Errors
Unit: MDJUD Journal ID: 0000000172 Date: 12/0412012 Budget Header Status:  Posted
*process: CopyJournal - Process
i Personalize | Find | View A1 [ BV | 3 Fist KL qarg O Loat
Batch Approp
Line  Ledger BudgetPeriod  SpeedType agy FCA Fund  Account Program %% AppropYr  SetOptions Currency — Amount
1 0OP_DTL_BUD 2013 Qc2s  |60183 (0001 0301 B00G AD0OG  AY2013  |SetOptions USD 1,000,000.00
« I J v
From Line: To: Generate Budget Period Lines
Totals
Total Lines: 1 Total Debits: 0.00 Total Credits: 1,000,000.00
| save | &\ RetuntoSearch | |tE Previous ilist | |4E Nextinlist| [] Nofify | | s Refresh | Er Add Updste/Display)|
Budget Header | Budget Lines | Budget Errors
« i v

- Ledger

- Batch Agency

-PCA

- Fund

- Account

- Program

- Appropriation Number
- Appropriation Year

- Budget Amount
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Favorites = Main Menu > Commitment Conftrol > Budget Joumnals > Enter Budget Joumals

Enewwindow 7 Help & Personalize Page 8, htip

[ Budget Header Buugel 8,580 Budget Errors

Unit: MDJUD Journal ID: 0000000172 Date: 1210412012
*Process: Copy Journal - | Process

~ Lines

T L o  Base Currency Detais |

Line  Ledger Budget Period  SpeedType :’g‘:" PCA Fund  Account Program :f:l'::' Approp ¥r  SetOptions Currency  Amount
1 OP_DTL_BUD 2013 Qc25  |60183 0001 0301 BO0G ADDO6  AY2013  |SetOplions USD 1,000,000.00
<[ m ] r
From Line: To: H Generate Budget Period Lines ]

Total Lines: 1 Total Debits: 0.00 Total Credits: 1,000,000.00

save | |\ ReturntoSearch | |15 Frevious it | 4 Nextinlist Notify Refresh, Update/Dispiay,
2 & E E = ]

Budget Header | Budget Lines | Budget Errors

Step Action

10. Click the Budget Errors tab.
| Budget Errors |

Favarites  Main Menu » Commitment Control » Budget Journals > Enter Budget Joumals
ENew Window ? Help [ Personalize Page (B, hitp

et En

( BudgetHeader ' BudgetLines |l

Posted

Unit: MDJUD  Journal ID: 0000000172 Date: 12/04/2012 Budget Header Status:

~ Header Errors

Go To Header Field Name. set Msg Message Text

Go To Header Mo journal headers are marked in error.

Go To Line Line # Field Name Set Msg  Message Text

Go To Line Mo journal line between line 1 and line 1is marked in error.

< n J

Save | | ReturntoSearch | [+E] frevious it | [4E Netin List Notify Refresh |
2 Y = | e = o )

Budget Header | Budget Lines | Budget Errors
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Step Action

11. The Budget Errors page displays errors that occur when a budget has been
processed. This page shows header and line errors.

In this example, there are no budget errors.

12. You have successfully completed the Reviewing Budget Journals topic.

You have learned how to:
- Update budget journals in Commitment Control
End of Procedure.

1.4 Understanding Budget Journals Statuses

In this topic, you will review the different budget journal statuses and how to interpret the
statuses

After completing this topic, you will be familiar with:
o Budget journal statuses

Budget Journal Statuses

After you run the posting process for a budget journal, the budget header status is updated from
"N" or "None" to one of several status depending on the processing results. The Budget Header
status can be one of the following statuses:

e N (None): The initial value when you create the journal.

e | (Incomplete): Only applies to copied journals when commitment control security is
enabled.

e E (Errors): The journal has errors after running system edits. View the journal errors on
the Budget Errors tab of the journal.

e P (Posted): The journal has been posted to the budget ledger identified on the budget
journal header.

e S (Security Error): The person entering the journal did not have security access.
Security access inquiries are directed to the Help Desk.

e B (Balance): Unbalanced transfer. When the budget is transferred using the Transfer
option, the journal lines must balanced.

e U (Unposted): The journal had been posted and then unposted for any number of reasons
via a unposting process. Only the Department of Budget and Fiance and other authorized
users have access to un post budget journal transactions.

Page 24



0, Training Guide
QQ GEARS KK220 Establishing and Managing
i General Enterprise And Resource Support Bud g ets

Managing Journal Errors

Edit and budget checking errors at the header level are displayed on the Budget Journal
Exceptions page. You can access the budget exceptions from the budget journal on the Budget
Errors tab or by navigating to the Budget Journal Exceptions page. Commitment control
security errors, balancing errors when an unbalanced transfer is saved, and combination editing
errors are displayed on the Budget Errors page of the journal entry component.

The first image below is an example of a budget journal with an error status. The second image
shows the Budget Journal Exceptions page that displays the budget journal error. You can click
on the error link to access the Budget Journal Exceptions page. The third image shows the
Budget Journal Exceptions page and displays the budget error message.

Budget Header || Budget Lines (Q=lliERSI0EREY
Unit: MDJUD  Journal D 0000000249 Date: 1111012012 |BudgetHeaderStﬂtuS: Errorl

¥
personaize | Find | B | % First £ 074 [0 Lot

o To Header Field Name Set Mszg Meszage Text

Budget exceptions have been logged. Review the Budget Journal Exceptions page

Go To Header for more detail.

am
Personaize | Find | View 41 | B | B Firat 0 qof1 1 Las

Go To Line Line# Field Name Set Msg Message Text

GoToline

4| 1n |+

:ﬁ Sa\re: .Q FteturntoSearch: :fEI Previoussin |.|si: :#E NexthList: E Nutify: f:; Ftefresh: E'q- MEI uucaie:ﬁum;-:

Budget Header | Budget Lines | Budget Erars
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The image below displays the Budget Journal Exceptions - Budget Lines page that displays the
budget journal error. You can click on the error link to access the Budget Journal Exceptions

page.

" BudgetHeader €=ILGARIY * Budget Errors

Unit: MDJUD Journal ID: 0000000249 Date: 1110i2012 Budget Header Status:  Errot
*Process: PostJoumal - | Process |
~ Lines Personalize | Find | View All| & | #H Fiet D gora 1 Last
" Chartfieids and Amounts B Base Currency Detais |
Delete  Line Error  Ledger Budget Period SpeedType :ag::h PCA Fund Account Program :E;rsgr Approp Yr  Set Options C

1 X orDILBUD[201Z Q@ Q [cas|a [po1eday [oooicy 0301 (@ [Booe @ [A0008Cy Av2013C, setOptions
r

< 1 J

From Line: l_ To: l_ |[ Generate Budaet Period Lines ]

Lines to add: 1 = Journal Line Copy Down

Total Lines: q Total Debits: 0.00 Total Credits: 500,000.00

|B save| & RetumtoSearch | 45 Previousinlst| 48 Nextinbist| [ Woiity | @ Refresh (Beasd| [EUpdateDisplay)

Budget Header | Budget Lines | Budget Errors

The image below shows the Budget Journal Exceptions page and displays the budget error
message.

=T CIALT ST S Budget Journal Line Exceptions |

Business Unit: MDJUD  Journal ID: 0000000249 = Journal Date:  11/10/2012
*Exception Type - [l override Transaction 7 M
Maximum Rows 100 [Imore Budgets Exist

| Search | Advanced Budget Criteria

i

H First K 42012 D Last

Budgets with Exceptions Personalize | Find | View All| il |
@IS  Budget Chartfields |
—

Details Business Unit Ledger Group Exception More Detail 0;:{;;:? Transfer
1 & MDJUD OPER_DTL Required GF Value missing More Detail GoTo.. 7
2 & MDJuD OPER_DTL Required CF Value missing More Detail GoTo .. &

|B) save | |2\ Returnto Search | |[=] Notify |

Budget Journal Exceptions | Budget Journal Line Exceptions
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Lesson 2: Establishing Operating Budgets

Lesson Overview

The Judiciary transmits budget related data that is recorded in GEARS to the State of Maryland's
budget database known as the Hands on Budget Office (HOBO) system. Judiciary budget data is
loaded from GEARS into an Excel Spreadsheet. The budget related data represents the
Judiciary's initial budget request, incremental updates in the form of budget amendments and
miscellaneous adjustments, fiscal year actual expenditures, and fiscal year personnel PIN
(Position Identification Number) counts.

In this lesson, you will learn how to load the original appropriation to Commitment Control using
the Excel To component interface. You will also learn how to establish a budget online
(manually), if needed.

Lesson Objectives:
After completing this lesson, you will be able to:

o Load the initial budget request to Commitment Control via Excel spreadsheet upload
o Create an original budget entry online (manually)

2.1 Loading Operating Budgets via Spreadsheet Upload

In this topic, you will load Operating Detail budgets to Commitment Control using the Excel To
Component Interface.

NOTES:

o Obtain the Excel spreadsheet that contain the budget data that you are going to load from
the appropriate Budget Reports employee prior to loading the budget.

¢ When you open the spreadsheet, select the Add-Ins tab at the top of the screen.

o Select the Data Input tab at the bottom of the spreadsheet. This will show you the budget
records that you are going to be loading to Commitment Control.

After completing this topic, you will be able to:

o Load Operating Detail budgets to Commitment Control via the
o Verify that the Operating budgets loaded and posted to Commitment Control
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In this topic, you will load Operating Detail budgets to Commitment Control using the Excel To
Component Interface.

XId 9« -~ " ENTRY - Integration Tes
Home  Insert Page Layout Formulas Data Review  View | Add-ns o @ o@ R
Custom Toolbars VSTO addin
Data Input Actions : Stages the data entered on the Data Input sheet in preparation for submission to the database. ¥
Set the layout of the page as left-to-right, G H ?‘I
Da p [
1
2 KK_BUDGET_ENTRY_CI
3 |Record Type 000 |Record Type 000 |Record Type 000 |Record Type 000 Record Type 000 Record Type 000 |Rec
4 Journal ID Journal Date _ |Ledger Grou, Budget Entry Ty Foreign Currency Code |Generate Parent Budget(s) Buda
5 T01 10/25/2012 OPER_DTL 0 usD Ad 0
6 T02 10/25/2012| OPER_DTL 0 usb Y 0
[ T03 10/25/2012| OPER_DTL 0 usD Ad 0 -
8 MDJUD 4 0/25/2012| OPER_DTL usb Y 1
9 MDJUD 0/25/2012 OPER_DTL usD Ad
10 MDJUD 0/25/2012 OPER_DTL usD Ad
" MDJUD 0/26/2012 OPER_DTL usD Ad
12 MDJUD 0/25/2012| OPER_DTL usb Y
13 MDJUD 0/25/2012 OPER_DTL usD Ad
14 MDJUD 0/26/2012 OPER_DTL usD Ad
15 MDJUD 0/25/2012| OPER_DTL usb Y
16 MDJUD 2 0/25/2012 OPER_DTL usD Ad
7 MDJUD 0/26/2012 OPER_DTL usD Ad
18 MDJUD 4 0/25/2012| OPER_DTL usb Y B
19 MDJUD 0/25/2012 OPER_DTL usD Ad
20 MDJUD 0/26/2012 OPER_DTL usD Ad
21 MDJUD 0/25/2012| OPER_DTL usb Y
22 MDJUD 0/25/2012 OPER_DTL usD Ad
23 MDJUD 0/26/2012 OPER_DTL usD Ad
24 MDJUD 0/25/2012| OPER_DTL usb Y
25 MDJUD 0/25/2012| OPER_DTL usD Ad
26 MDD 072672012/ OPFR [T Y i
W 4 » M| -~ Connect Information .~ Template | Data Input taging & Submission ¥ N4 m v

Step

Action

Click the Stage Data for Submission button.

lﬂ Stage Data for Submission
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X d9-¢-= _ENTRY - Integration Testi
Home  Insert Page Layout Formulas Data Review  View | Add-ns 0@ ao@ R
25 Post Results | ] SubmitData|  nvisionDrill ~
Custom Toolbars VSTO addin
A3 - £ v
[ AT B | C [ 1] [ E | F | G [ H | | | J [=
Staging & Submissio &
4
2 KK BUDGET ENTRY CI
[0l Status Line No Record Type Business Unit Journal ID_ Journal Date GL Journal Line Number Journal Process Show from line Show thru journal line
11 MDJUD INTO1 10/25/2012
12
13
14
15
16
17 @
18 B
19
20
21
2
23 11
24 A00
25 A10
2 A1l
27 MDJUD' INTO02 10/25/2012
28
29
30
3
32
3 Fﬂ
kLS 0 )
Connect Information .~ Template .~ Data Input | Staging & Submission /%2~ []J4[ |
Count 0

B C

Action

Click the Submit Data button.
2 submit Data

«elToCI_KK_BUDGET_ENTRY - Integration Testing - Microsoft Excel X
Home Insert Page Layout Formulas Data Review View Add-Ins o@aoP
25 Post Results ] SubmitData  nVisionDrill ~
Custom Toolbars VSTO addin
- £
Al 8 [ ¢ [ D [ € [ F ] G [ H [ 1 ] J [«

Staging & Submissio

2 KK BUDGET ENTRY CI

1 MDJUD :
12 dagiy

Status Line No Record Type Business Unit Journal ID Journal Date GL Journal Line Number Journal Process Show from line Show thru journal line

User ID:

Password:

Component Interface Name:

™ GenerateLog

5
RS

27 MDJUD INTO2

33 501
kL 60
L3

Template

Connect Information

10/25/2012

Data Input | Staging & Submission /%2~ []4 [ _u_| »
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Step Action

3. Enter your User ID and password.

NOTE: This will be the same User ID and password that you used to login into
GEARS.

4, Use the scrollbar to go through the file and verify that all records have an 'OK'
status.

Home  Inset  Pagelayout  Formulas  Data  Review  View | Add-ns a@o@ =

celToCl_KK_BUDGET_ENTRY - Integration Testing - Microsoft Excel

5 Post Results § SubmitData  nVisionDrill -

Custom Toolbars VSTO addin

a10 - £ | status ~
A B C D E F G H [ J =
Staging & Submission

q
566 51
567 51
568 AD
569 Al
570 A1l
571 [ORI2 MDJUD INT36 10/25/2012
572 4
573 4
574 4
575 4
576 4
577 4 Eu
578 4 d
579 4
580 4
581 4
562 4

14

|[ET @ 0% () [} ()

" I &
Y e ,  350PM
S

10/25/2012

Step Action
5. Select the PeopleSoft Application window on your Windows dock.
6. Click the Main Menu button.
7. Click the Commitment Control menu.
| (1 Commitment Control * |
8. Click the Budget Journals menu.
| 1 Budget Journals 4 |
9. Click the Enter Budget Journals menu.
| [E| Enter Budget Journals |
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites  Main Menu > Commitment Control > Budget Journak > Enter Budget Journals
EMew Window ? Help B} hitp

=)

Enter Budget Journals

Eind an Existing Value | [(GEEELEIAETS

Business Unit: JADJUD @
Journal 1D: NEXT
Journal Date: [10/25/2012 [5]

Add

Find an Existing Value | Add a New Value

javascrip itAction_wind(d “#1CSrchTypeClassic); H100% ~

Training Guide
KK?220 Establishing and Managing
Budgets

Step

Action

10.

The Enter Budget Journals search page displays.

Click the Find an Existing Value tab.
| Eind an Existing Value

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites  Main Menu > Commitment Control > Budget Journak > Enter Budget Journals
EMew Window ? Help B} hitp

=)

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: e WQ
Journal ID: begins with = |
Journal Date: = - 5
UnPost Sequence: = -
Budget Header Status: = - -
Description: begins with = |
User ID: begins with ~ [wayne.wright Q
[Ccase Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

H100% ~
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Step Action

11. Remove any data in the
User ID field, if necessary.
|wayne.wright |

12. Click the Budget Header Status list.

| -

13. Click the None list item.

NOTE: This is done for the purpose of filtering the amount of journals that are
returned.
[Mone |

14, Click the Search button.

15. Use the scrollbar to view all of the records.

ORrRACLE
Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Man Menu > Commitment Control > Budget Journals » Enter Budget Journals
View Al First [4] 1-380r3s [] Last -
Business Unit Journal ID Journal Date Ledger Group Budget Header Status Description User ID
1 1aX[¥]s} INTO1 | 10/25/2012 OPER DTL |Mone (blank)  waynewright
WDJUD INTO2 1 OPER DTL |None (blank)  |wavne.wright
WDJUD 1 OPER DTL None (blank)  |wavne.wright
WDJUD 1 OPER DTL |None (blank)  |wavne.wright
WDJUD 1 OPER DTL None (blank)  |wavne.wright
WDJUD 1 OPER DTL |None (blank)  |wavne.wright
WDJUD INTO7 4 OPER DTL None (blank)  |wavne.wright
WDJUD INTOE 4 OPER DTL |None (blank)  |wavne.wright
WDJUD INTOS 4 OPER DTL None (blank)  |wavne.wright
WDJUD INT10 4 OPER DTL |None (blank)  |wavne.wright
WDJUD 1 OPER DTL None (blank)  |wavne.wright
WDJUD 1 OPER DTL |None (blank)  |wavne.wright
MDJUD 1 OPER DTL None (blank)  |wavne.wright
LDJUD 1 OPER DTL |Nene (blank)  wawne.wrignt M
LDJUD 1 OPER DTL |Nene (blank) wawne.wright
LDJUD INT16 1 OPER DTL |Nene (blank)  wawne.wrignt
LDJUD INT17 1 OPER DTL Nane (blank) wawne.wright
LDJUD INT18 1 OPER DTL |Nane (blank)  wawne.wrignt
LDJUD INT19 1 OPER DTL |Nene (blank) wawne.wright
LDJUD INT20 1 OPER DTL |Nane (blank)  wawne.wrignt
LDJUD INT21 1 OPER DTL |Nene (blank) wawne.wright
LDJUD INT22 1 OPER DTL |Nene (blank)  wawne.wrignt
LDJUD 1 OPER DTL |Nene (blank) wawne.wright
MDJUD 1 OPER DTL |None (blank) wayne.wright £
LDJUD 1 OPER DTL |Nene (blank) wawne.wright
LDJUD 1 OPER DTL |Nene (blank)  wawne.wrignt
LDJUD 1 OPER DTL |Nene (blank) wawne.wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright L
WDJUD 1 2 OPER DTL |Mone (blank)  |wavne wright
WDJUD 1 OPER DTL Mone (blank)  |wavne wright )
javascrip! 'FICRowd');: ®100% -
Step Action
16. Click the appropriate journal 1D link.
NOTE: You will have a different set of journals here. You will select one of the
journals that you loaded.
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Favorites  Main Menu > Commitment Control > Budget Journals » Enter Budget Journals

Budget Header Budget Lines |/ BudgetErrors

Home | Workist | MultiChannelConsole | Addto Favorites ign out

FNewWindow ? Help [& Personalize Page B hitp

Budget Header | Budget Lines | Budget Errors

Unit: MDJUD Journal ID: INTO1 Date: 10125/2012
*Ledger Group: OPER_DTL Fiscal Year: 2013 Period: 4
Control ChartField: Program *Currency: usD|Q
Budget Header Status: None Rate Type: CRRNTQ
*Budget Entry Type: Original * | ExchangeRate: 1.00000000 [
Parent Budget Options Cur Effdt: 10/25/2012 |[5)
Generate Parent Budget(s) Budget Type: Expense
["luse Default Entry Event
Parent Budget Entry Type: Original e Aftachments (0)
Long
Alternate
(@ -save| [ Retmtosearcn| (15 Previousinist| [vEl Newtiniit| | Notty.| [ Refresn pdatemispiay,

submitAction_wir ind, #1CPanel2');

H100% ~

Step

Action

17.

The Budget Header page displays.

Click the Budget Lines tab.

Favorites  Main Menu > Commitment Control > Budget Journals Enter Budget Journals

Budg:

ader Budget Lin

Budget Erors

FNewWindow ? Help [& Personalize Page B hitp

Unit: MDJUD Journal ID: INTO1 Date: 10/25/2012

~ Lines

TN  Base Currency Details

Budget Header Status: None

“Process: |[REaNIIE N ~ . Process

Personalize | Find | Vicw First K1 4 of 4 1 Last

Delete Line  Ledger BudgetPeriod  SpeedType PCA Fund  Account Program (PSP Appropvr

1 OP_DTL_BUD [2013 Q Q [so001Q, (o001 (0815 @ [Boos | [AD00BQ, [Av2013Cy ([C25|Q  [SetOptions [USD
]

Approp

Batch .
ey SetOptions Curren

il m

Lines to add: 1

= Joumal Line Copy Dawn

From Line: [ 1 [ Generate Budget Period Lines ]

Total Lines: 1 Total Debits: 0.00

Total Credits: 6,500.00

& save | & RetuntoSearch |15 Previousin List | 4] Nextinlist | |[=] Notify | | Refresh
& Save b

Budget Header | Budget Lines | Budget Errors

pdate/Dispiay;

H100% ~
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Step Action

18. Use the scrollbar to reveal all of the fields.

19. Click the Return to Search button.
=\ Return to Search

20. You have successfully completed the Loading Operating Budgets via Spreadsheet
Upload topic.

You have learned how to:
- Load operating budgets via an excel spreadsheet
End of Procedure.
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2.2 Creating Operating Budgets Online (Manually)

In this topic, you will create an Operating Expenditure Budget by entering a budget journal
online. After creating the budget you can verify that the budget has been posted by reviewing the
Budget Detail page.

After completing this topic, you will be able to:

o Establish a budget by creating a budget journal
e Review the budget you have created on the Budget Details page

Procedure

In this topic, you will create an Operating Expenditure Budget by entering a budget journal
online.

Step Action

1. Navigate to the Enter Budget Journals page.

Click the Main Menu button.

2. Click the Commitment Control menu.

| 1 Commitment Control 4 |
3. Click the Budget Journals menu.

| 1 Budget Journals Ir|
4, Click the Enter Budget Journals menu.

| |=| Enter Budget Journals |
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Home | Workist | WufiChannel Console |  Addto Favorites | Sign o

Favorites  Main Menu > Commitment Control > Budget Journals » Enter Budget Journals

EMew Window ? Help B} hitp
Enter Budget Journals

Find an Existing Value MdaNEWVHIe

Business Unit: MDJUD Q

Journal 1D: NEXT

Journal Date: [10/16/2012 [5]

Add

Find an Existing Value | Add a New Value

H100% ~

Step Action

5. The Enter Budget Journals page displays.

The fields on the page should populate automatically. Accept the defaults.

Click the A_dd button.
Add
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Favorites  Main Menu > Commitment Control > Budget Journals » Enter Budget Journals

FNewWindow ? Help [& Personalize Page B hitp

CIEFEETEREN BudgetLines |( BudgetErmors |

unit: uDJUD Journal ID: NEXT Date: 1011612012
“Ledger Group: [ & Fiscal Year: Period:
Control ChartField: “Currency: [uspla,

Budget Header Status: None Rate Type: |:| Q

*Budget Entry Type: Original * | ExchangeRate: 1.00000000 [

Parent Budget Options Cur Effdt: 10/16i2012 5]

[~ Generate Parent Budget(s) Budget Type:
["]Use Default Entry Event

Parent Budget Entry Type: | Atachments (0)

Long

Alternate

@] B

Budget Header | Budget Lines | Budget Errors

javascript:pAction_wind{document.wind, KK_BUDGET_HDR_LEDGER_GROUPSprompt); 0% v

Step Action

6. The Budget Header page displays.

Click the Look up Ledger Group button.

Look Up Ledger Group

Search Results
First [4] 150¢5 [] Last

Description

Detail Ledger Group
Operating Detail Ledger Group

Operating Summary Ledger Grou|
Program Ledaer Group
PROJ GRNT Project/Grant Ledger Group

javasc "#ICRowl); #,100%
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Step Action

7. Click the OPER_DTL link.

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control > Budget Journals > Enter Budget Journals

) New Window ? Help [& Personalize Page &, hiip
b Budgetlines | BudgetEmors

Unit: uDJUD Journal ID: NEXT Date: 1011612012
“Ledger Group: PPER_DTL Q@ Fiscal Year: 2013 Period: 4
Control ChartField: Pragram “Currency: UsD|a,
Budget Header Status: Nane Rate Type: CRRNTIQ
*Budget Entry Type: Original * | Exchange Rate: 1.00000000 [
Cur Effdt: 1071672012 [
[ Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Attachments (0

Long Description:

Alternate Description

[E save [=] notify  rl, Refresh E¥ Add Update/Dispiay

Budget Header | Budget Lines | Budget Errors

100% -

Step Action
8. Click the Generate Parent Budget(s) Checkbox.
||:| Generate Parent Budget(s) |
9. Click the Budget Lines tab.
10. Enter the desired information into the Budget Period field.
11. Enter the desired information into the PCA field.
12. Enter the desired information into the Fund field.
13. Enter the desired information into the Account field
14. Enter the desired information into the Program field.
15. Enter the desired information into the Approp Number field.
16. Enter the desired information into the Approp YT field.
17. Enter the desired information into the Batch Agy field.
18. Drag the scroll bar to the right to reveal the amount field.
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites  Main Menu > Commitment Control > Budget Journals > Enter Budget Journals

Budget Header Eludgetunes Budget Errors

Unit: MDJUD Journal ID: NEXT Date: 10/16/2012 Budget Header Status: None

FNewWindow ? Help [& Personalize Page ) hitp

“Progess: PostJournal - Process

Personlize | Find | View Al B | 55 First £ 4 074 1 Last

VTSRV AR Base Currency Detais

_ Approp Batch
Delete Line  Ledger BudgetPeriod  am | [BPVP Approp¥r o

B 1 OP_DTL_BUD [ 2013 @ | a [wo04Q [av2013Q [c25/Q. |[setOptions [USD @ |
«

[ m D

SetOptions Currency  Amount

Lines to add: 1 =] JournalLine Copy Down From Line: [ re [0 Generate Budget Period Lines ]

Total Lines: 1 Total Debits: 0.00 Total Credits: 0.00

& save | [=] notity | s Refresh [E Add | | JE UpdateiDisplay

Budget Header | Budget Lines | Budget Errors

4 . ] »

H100% ~

Training Guide
KK?220 Establishing and Managing
Budgets

Step

Action

19.

Enter the desired information into the Amount field. For example, enter "200.00".

20.

Click the_ Save button.

21.

Click the Proqess button.

Process
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Message

Are you sure that you want to post this journal? (5010,45)

i

H100% ~

Step Action
22. Click the Ys button.

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites = Main Menu > Commitment Confrol > Budget Journals > Enter Budget Journals
ENewWindow ? Help [ Personalize Page B hiip
 Budget Header | ETE ANl BudgetErrors
Unit: MDJUD Journal ID: 0000000271 Date: 101612012 Budget Header Status: Posted
B —
~ Lines Personalize | Find |
MEEEEE N TN ( Base Currency Detais ||
Line  Ledger Budget Period  SpeedType PCA Fund  Account  Program :l"’"::::r Approp Yr ;‘:’" SetOptions Currency  Amount
1 OP_DTL_BUD 2013 Q40511 0001 0401 BOD4 ADDO4 AY2013 C25 [&iw usD 200.00
T o | v
From Line: To: [ Generale Budget Period Lines ] ‘
Total Lines: 1 Total Debits: 0.00 Total Credits: 200.00
& Retumto Search | (] Notity | |7 Refresh | UpdateDisplay,
Budget Header | Budget Lines | Budget Errors
4] i I
hitp://oracleld.courts.state.mdus:12080/psp o L1B_PT_NAVISCRIPT1. FieldFormulaJScript_PT_NAV ] 7pt —EPCO_CO| col ®100% ~
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Step Action

23. Note: The journal is given an id by the system. For example: 0000000271

24, Click the Home link.

=3

25, Click the Main Menu button.

26. Click the Commitment Control menu.
| 1 Commitment Control * |

27. Click the Review Budget Activities menu.
| [ Review Budget Activities * |

28. Click the Budget Details menu.
| E] Budaet Detais |

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Details

ENewWindow  ? Help &http
Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values,

- Search Criteria

Business Unit: - MDJUD Q

Ledger Group: = - Q

Account pegins with - Look up Ledger Group (Alt+5)

Department: begins with ~ q
Batch Agency: begins with ~ a,
Program Cost Account: begins with + Q

Fund Code: pegnswitn ~| @ A
Appropriation Number: beginswith ~| |Q 7
Program: beginswith ~[  qQ
Appropriation Year: begins with ~ ’70\
Affiliate: beginswith ~[ Q

Fund Affiliate: beginswith ~[  qQ
Operating Unit Affiliate: begins with ~ ’70\
PC Business Unit: beginswith ~[ Q
Project: beginswith ~[  qQ
Activity: beginswith ~[  qQ
source Type: peginswitn ~[ Q
Budget Period: beginswith ~[ Q
Statistics Code: beginswith ~[  qQ

Search || Clear |Basic Search [ Save Search Criteria

javascript:pAction_wind{document.wind, KK_ING_BDLL_DVW_LEDGER_GROUPSprompt); H100% -

Step Action

29. The Budget Details search page displays.
Look up the budget you just posted.

Click the Look up Ledger Group button.
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Look Up Ledger Group

SetiD: SHARE
Ledger Group: begins with = |

| Lookup || Clear || Canesl |Basic Lookup
Search Results

ew 100 First [§] 15015 [5] Last

Ledager
Description Group

Tvpe
DETAIL Detail Ledger Group Expense
OPER DTL Operating Detail Ledger Group Expense
OPER SUM |Operating Summary Ledger Group Expense
PROGRAM  Program Ledger Group Expense
PROJ GRNT ProjectiGrant Ledger Group Expense

li 0, ACRowL, RI0% -
Step Action

30. Click the OPER_DTL link.

31. Enter the desired information into the Program Cost Account field.
32. Enter the desired information into the Program field.

33. Enter the desired information into the Budget Period field.

34. Click the Search button.

35. Click the link for the budget
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Commitment Control > Review Budget Activities » Budget Detais
FNewWindow ? Help [ Personalize Page Bjnttp =
Commitment Control Budget Details
Business Unit  Ledger Grou PCA Fund  Account Program PPIOP AppropYr B3N Budget Period
0 P g8 Number pprop Agy H
MDJUD OPER_DTL 40511 0001 0401 B004 A0004 AY2013  C25 2013
Display Chart il
[T
. 100
Budget: 200.00 USD @ < Max Rows:
Attributes
Expense: 0.00 USD @ < Parent/ Children L
Associated Budgets T
Encumbrance: 0.00 USD @ <4 °
Pre-Encumbrance: 0.00 USD @ ]
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 200,005 usD Percent: (100%) % Forecasts
With Tolerance: 200,005 usD Percent: (100%) =2
Budget Exceptions.
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
4 m 3
H100% ~

Training Guide
KK?220 Establishing and Managing
Budgets

Step

Action

36.

The Commitment Control Budget Details page displays.

Use the scrollbar to review the budget that you just created.

37.

You have successfully completed the Creating Operating Budgets Online
(Manually) topic.

You have learned how to:
- Manually create and edit operating budgets online
End of Procedure.
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Lesson 3: Generating Budget Request for the HOBO Interface

Lesson Overview
This lesson will teach you how to generate a budget request for the HOBO (Hands On Budget
Office) interface.

Lesson Objectives
After completing this lesson, you will be familiar with:

o Generating the Initial Budget Request for HOBO

3.1 Generating the Initial Budget Request for HOBO

In this topic, you will run the query to create the Judiciary's initial budget request.

After completing this topic, you will be able to:

o Confirm that a file was generated to be sent to HOBO containing the Judiciary's initial
budget request

Procedure

In this topic, you will run the query to create the Judiciary's initial budget request.

Step Action

1. Navigate to the Query Manager page.

Click the Main Menu button.

2. Click the Reporting Tools menu.

| 3 Reporting Tools r
3. Click the Query link.

Queny
4, Click the Query Manager link.

Query Manager
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Favortes = Main Menu > Reporting Took > Query > Query Manager
Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values,
Find an Existing Query | Create New Query

“Search By QueryName -
Search | Advanced Search

begins with

—

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

H100% ~

Step

Action

The Query Manager search page displays.

Enter the desired information into the Search By field. Enter "AOC".

Click the Search button.
| Search
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Workist |

Home |

Add to Favortes | Sign out

Favorites ~ Main Menu > Reporting Took > Query > Query Manager
Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Que:
“Search By QueryName - begins with A0C
Search Advanced Search
Search Results
*Folder View — All Folders — -
Gheck All Uncheck All *Action | — Choose — + Go
Personalize | Find | View Al B | 35 First O 420142 O (ost
. Bunto Bun to
Select Query Name Deser Owner Folder Edit HTML XML Schedule
[[]  AOC_ASSET_REPORT AOC Asset Report Public Edit |HTML XML | Schedule
[[]  AOC_ASSET_REPORT_TEST AOC_ASSET_REPORT_TEST  Public Edit |HTML |Excel XML  |Schedule
[0 AOC_BAD_CHECK Bad Checks by Case# or Ticket  Public Edit HIML Excel XML  Schedule
[ AOC_FY_AD_HOC Budget Amendment/Adjustment  Public Edit |HTML Excel XML |Schedule
[[] AOC_FY_AD_HOC_TOTALS Budget Amendment/Adj Tatals  Public Edit HIML Excel XML  Schedule
[0 AOC_FY_BUD_REQUEST Fiscal Year Budget Request Public Edit HTML [Excel XML | Schedule
[ AOC_FY_BUD_REQUEST_TOTALS Fiscal Year BudgetReqTotals  Public Edit |HTML |Excel XML  |Schedule
[0 AOC_FY_DLS_REDUCTION Fiscal Year DLS cuts Public Edit |HIML Excel XML |Schedule
[[]  AOC_FY_DLS_REDUCTION_TOTALS Fiscal Year DLS cuts - Totals  Public Edit HTML Excel XML  Schedule
[[]  AOC_HOBO_HR_BASIC HOBO inbound interface results  Public Edit |HTML |Excel XML  |Schedule
[0 AOC_JRNL_LN_QUERY Journal Line Query Public Edit HIML Excel XML  Schedule
[ AOC_MAGIC_REPORT ADC Magic Report Public Edit |HTML Excel XML |Schedule
H100% ~

AOC_FY_BUD_REQUEST - Fiscal Year Budget Request W
BudgetYear | Q@
LedgerGroup:|  |Q
Ledger: (<t

View Results

;:i?)?d ACTUALS | ACTUALS | ACTUALS | ACTUALS | Current | CURRENT | CURRENT | CURRENT | REQUESTED | REQUESTED | REQUESTED | REQUESTED

5 GF SF FF RF GF SF FF RF GF SF FF RF
#100% ~
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Step Action
9. The AOC_FY_BUD_REQUEST - Fiscal Year Budget Request page displays.

Enter the desired information into the Budget Year field.

10. Click the Look up Ledger Group button.

Look Up Ledger Group

Searchby: BusinessUnitbeginswitn[ |
| LookUp | Cancel | ookup

Search Results
View 100 First [q] 1-50r5 [3] Last
usiness Unit T i

Detail Ledger Group

OPER_DTL |Operating Detail Ledger Group
‘OPER_SUM  Operating Summary Ledger Group
PROGRAM  |Program Ledger Group
PROJ_GRNT Project/Grant Ledger Group

Jiavasc "#ICRowl); #,100%

Step Action

11. Click the MDJUD link in the OPER_DTL ledger group.
MDJUD
12. Click the Look up Ledger button.
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Look Up Ledger

Search by: Ledger

LookUp | Cancel

~ begins with

Lookup

Search Results
View 100 First [q] 15015 [3] Last

"#ICRowl");

GEARS

General Enterprise And Resource Support

H100% ~

AOC_FY_BUD_REQUEST - Fiscal Year Budget Request -
Budget Year: Q
Ledger Group: [OPER_DTL |Q
Ledger: (OP_DTL_BUC QY

View Results E
D results in: Excel CSVTextFile XMLFile (636 kb)
Wiew All First [ 1-100 of 1508 [¥] Last

ACTUALS [ACTUALS [ACTUALS [ACTUALS | Current |CURRENT |CURRENT [CURRENT
LEEDEELID GF SF FF RF GF SF FF RF GF SF FF RF

1 c 1E0030174 0 0 0 0| 13312 0 0 0 0 0 0 0

2 [cooa000401B0040112 0 0 0 0[-174190 0 0 0 0 0 0 0

3 |CD0AOD0401B0040151 0 0 [ 0|5pa3094 0 0 0 0 0 0 [

4 |co0A000406B0040606 0 0 0 0| 91572 0 0 0 0 0 0 0

5 |cooaono408B0040804 0 0 0 0| o952 0 0 0 0 0 0 0

6 |C00AD00408B0040821 0 0 0 0| 7866 0 0 0 0 0 0 0

7 |cooaono408B0040872 0 0 0 0/ 381287 0 0 0 0 0 0 0

8 |cooao00408B0040882 0 0 0 0| 5929 0 0 0 0 0 0 0

9 |C00AD00409B0040911 0 0 0 0/ 408544 0 0 0 0 0 0 0
10 |CODADD0409B0440909 0 0 0 0 0 0 0| 4000 o 0 0 N
11 |CODADD0410B0041006 0 0 0 0| 738870 0 0 0 0 0 0 0
12 |CODADDD414B0041413 0 0 0 0] 237198 0 0 0 0 0 0 0

13 |c 0 0 0 o 610 0 0 0 0 0 0 o
14 |¢ 0 0 0 0| -32200 0 0 0 0 0 0 [
15 | 11A0402 0 0 0 0 0 0[-1000000 0 0 0 0 0

16 |¢ 0 0 0 04001500 0 0 0 -1000 0 0 0

17 |c 0 0 0 o 500 0 0 0 0 0 0 o
18 |CODADDDG0BBO0BOE1S 0 0 0 0 2500 0 0 0 0 0 0 0
1 |c 0 0 0 o 2500 0 0 0 0 0 0 o
20 |c 72 0 0 0 0 0 0 0 0 0 0 30000 0
21 [c 1140899 0 0 [ [ 0 o -25000 0 0 0 0 [

22 | 0 0 0 0| -10096 0 0 0 0 0 0 0 .

SETRTT #ICQry ); ®100% -
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Step

Action

15.

Click the Excel SpreadSheet link to view the results in Excel.
Excel SpreadShest

AOC_FY_BUD_REQUEST - Fiscal Year Budget Request

Budget Year: 2013 Q

View Resulis

Ledger Group: OPER_DTL |Q
Ledger: OF_DTL_BUDQ,

Download results in - Excei SpreadShesi csvTexFile xuLFile (636 kb)

I

- N
Vigw Al Windows Internet Explorer = First [§] 1-100 of 1508 [] Last
ACTUALS [ACTUAL! i REQUESTED | REQUESTED| REQUESTED
HOBO Record ID GF SF What do you want to do with gxls? RF
1 |C00AD00301E0030174 0 Size: 405 KB 0 0 0 0
2 |cooaoo040180040112 0 Type: Microsoft Excel 2003 0 0 0 0
From: oraclel4.courts.state.md.us
3 |CO0ADD0401B0040151 0 0 0 0 0
4 |CODADDD406B0040606 0  Open 0 0 0 0
5 |CODADDD408B0040804 0 The file won't be saved automatically. 0 0 0 0
5 |CODADDD403B0040821 0 0 0 0 0
7 |cooA000408B0040872 0 % Save n 0 0 o
8 |CODADDD408B0040882 0 0 0 0 0
9 [co0An00409B0040911 0 = Saveas 0 0 0 0
10 |CODADD040980440909 0 0 0 0 .
11 |CODADD0410B0041006 0 0 0 0 0
12 |CODADDD414B0041413 0 0 0 0 0
13 |CODADDDG03B00B0306 0 0 0 o 810 0 0 0 0 0 0 0
14 |CODADDDGO4BO0B0402 0 0 0 0| -32200 0 0 0 0 0 0 0
15 |CODADDDG04G11AD402 0 0 0 0 0 0[-1000000 0 0 0 0 0
16 | CODADDDGOSBO0B0E01 0 0 0 94001500 0 0 0 -1000 0 0 0
17 |C00AD0G08B0060804 0 0 0 o -s00 0 0 0 0 0 0 0
18 |CODADDDG08BO0E081S 0 0 0 o -2500 0 0 0 0 0 0 0
19 |CO0AD00G08B0060827 0 0 0 o] -2500 0 0 0 0 0 0 0
20 |CO0ADD0G08B0060872 0 0 0 0 0 0 0 0 0 0 39000 0
21 |CO0ADD0G0BG11A0829 0 0 0 0 0 o| -25000 0 0 0 0 0
22 |CO0ADD0G09B0060902 0 0 0 o] -10096 0 0 0 0 0 0 0 .
#100% -

Step

Action

16.

Click the Open button.
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HI Wicrosoft Bxcel T e |
Home Insert Page Layout Formulas Data Review View Add-Ins @ 0
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing x

AL - J« | Fiscal Year Budget Request ~

-

~

& [Protected View] [Compatibility Mode] = (=@ =
® D E F 3
JacTuaLs sF JacTuaLs FF JacTuALS RF [current cF chRREmD
3 |CODAD00301E0020174 0 0 0 0 13312
4 |Co0AD00401B0040112 0 0 0 0 174190
5 |C00AD00401B0040151 0 0 0 0 5233294
6 |C0DAD00406B0040606 0 0 0 0 91572
7 |CO0AD00408B0040804 0 0 0 0 9952
8 |C00AD00408B0040821 0 0 0 0 -7866.
9 |CODAD00408B0040872 0 0 0 0 381287
10 |CO0ADDO408B0040882 0 0 0 0 5929
11 | CO0ADDO409B0040911 0 0 0 0 408544
12 | COOADD0400B0440909 0 0 0 0 0
13 |C00ADD0410B0041006 0 0 0 0 736870
14 |CO0ADD0414B0041413 0 0 0 0 237198,
15 | CO0ADDO603B0060306 0 0 0 0 610
16 | COOADDOBOAB0060402 0 0 0 0 32200
17 |CO0ADD0B04G11AD402 0 0 0 0 0
18 | CO0ADDO608B0060801 0 0 0 0 1001500
19 | COOADDOBOBE0060804 0 0 0 0 500
20 |CO0OADOOG0BE0060815 0 0 0 0 -2500
21 |COUADODG0BE060827 0 0 0 0 -2500
22 |CODADODBOBB0060872 0 0 0 0 0
22 |COOADODG0EGT1AD899 0 0 0 0 0
24 | COUADODG09B0060902 0 0 0 0 10026
Re:dy | =

Step Action

17. The Excel file opens in a new window.

Click the Maximize button.
=

18. Use the scroll bar to review the spreadsheet.

19. Click the Close button once you have finished reviewing the document.

=]

20. You have successfully completed the Generating the Initial Budget Request for
HOBO topic.

You have learned how to:
- Initiate a budget request for the HOBO interface
End of Procedure.
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Lesson 4: Entering Budget Amendments, Adjustments and
Transfers

Lesson Overview

Budget Amendments, miscellaneous adjustments, and Hands On Budget Office (HOBO) budget
adjustments that are made in GEARS also need to be entered in the HOBO system. In
Commitment Control, use budget adjustment or budget transfer journal to perform adjustments
to the original budget or transfer budget amounts. The Excel spreadsheet created from these ad
hoc entries will contain data applicable to the fiscal year entered by the user.

The Budget Entry Type field is used to indicate adjustments, transfer adjustments, and transfers
of the original budget.

NOTE: Itis important to be consistent with the values selected in the Budget Entry Type field
when entering budget journals for adjustments, transfer adjustments and transfers of the original
budget

Lesson Objectives
After completing this topic, you will be able to:

e Create budget adjustments

o Create budget transfers

e Review and verify budget amounts after entering and posting amendments, adjustments
and transfers

o Create an Excel Spreadsheet that can be used to send to HOBO
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4.1 Entering Budget Adjustments

In this topic you will create a budget journal for a budget adjustment. You will create an
adjustment journal to go against an existing budget. You will then review the Budget Detail page
to review the original budget journal amount and the adjustment amount.

After completing this topic, you will be able to:

e Create and post a budget journal for an original budget adjustment
e Review the adjustment impact to a budget

Procedure

In this topic you will create a budget journal for a budget adjustment.

Step Action

1. Navigate to the Enter Budget Journals page.

Click the Main Menu button.

2. Click the Commitment Control menu.

| [d Commitment Control s |
3. Click the Budget Journals menu.

| 3 Budget Journals Ir|
4, Click the Enter Budget Journals menu.

| |=| Enter Budget Journals |
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control > Budget Journals » Enter Budget Journals

EMew Window ? Help B} hitp
Enter Budget Journals

Find an Existing Value MdaNEWVHIe

Business Unit: JADJUD &

Journal 1D: NEXT

Journal Date: [10/16/2012 [5]

Add

Find an Existing Value | Add a New Value

H100% ~

Step Action

5. The Enter Budget Journals search page displays.

The fields on the page should populate automatically. Accept the defaults.

Click the A_dd button.
Add
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Journals

CEEGTECEAN  BudgetLines | BudgetEmors

FNewWindow ? Help [& Personalize Page B hitp

Use Default Entry Event

Long Description:

Unit MDJUD Journal ID: NEXT Date: 1011612012

“Ledger Group: I Q Fiscal Year: Period:

Control ChartField: “Currency: luspla

Budget Header Status: Mone Rate Type: [ a

*Budget Entry Type: Original =] Exchange Rate: 1.00000000 [

Cur Effdt: 1011612012 |8
Generate Parent Budget(s) Budget Type:

Parent Budget Entry Type: E Attachments (0)

Alternate Description

[E save [=] Nofify i, Refresh

Budget Header | Budget Lines | Budget Errors

E¥ Add Update/Dispiay

H100% ~

Step

Action

The Budget Header page displays.

Click the Budget Entry Type list.
| Criginal |L]|

Click the Adjustment list item.

Adjustment

Click the Look up Ledger Group button.

=
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Look Up Ledger Group
Search Results
in, #1CRow1); ®100% ~
Step Action
9. Click the OPER_DTL link.
10. Click the Generate Parent Budget(s) option.
| Generate Parent Budget{5}|
11. Click the Parent Budget Entry Type list.
| Criginal |L]
12. Click the Adjustment list item.
Adjustment
13. Click the Budget Lines tab.

=
| BudgetLines )
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ORrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Commitment Control > Budget Joumals > Enter Budget Journals
FNewWindow ? Help [& Personalize Page ) hitp
Budgel Header Budget Errors
Unit: MDJUD Journal ID: NEXT Date: 101612012 Budget Header Status: ~ Mone
*Process: PostJournal - Process
i Personalize | Find | View A1 B [ # rret B qorq I st
Base Currency Detais.
Approp Batch
Delete Line  Ledger BudgetPeriod  SpeedType PCA Fund  Account  Program PRSP AppropYr | O SetOptions  Current
| |1 OP_DTL_BUD Q Q aQ Q QU Q aQ a @ [setOptions [USD
< m ] »
Generate Budget Period Lines
Lines to add: 1 = Joumal Line Copy Dawn From Line: [ e [ J
Totals
Total Lines: 1 Total Debits: 0.00 Total Credits: 0.00
[E save [=] Nofify i, Refresh Er Add Update/isplay
Budget Header | Budget Lines | Budget Errors
< . ] »
#100% ~

Step Action

14. Enter the desired information into the Budget Period field.

15. Enter the desired information into the PCA field.

16. Enter the desired information into the Fund field.

17. Enter the desired information into the Account field.

18. Enter the desired information into the Program field.

19. Enter the desired information into the Appropriation Number field.

20. Enter the desired information into the Approp YT field.

21. Enter the desired information into the Batch Agy field.

22. Move the scrollbar to the right to reveal the amount field.
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites  Main Menu > Commitment Control > Budget Journals » Enter Budget Journals

Budget Header Eludgetunes Budget Errors

Unit: MDJUD Journal ID: NEXT Date: 10/16/2012 Budget Header Status: None

FNewWindow ? Help [& Personalize Page ) hitp

“Progess: PostJournal - Process

Personlize | Find | View Al B | 55 First £ 4 074 1 Last

VTSRV AR Base Currency Detais

Delete Line  Ledger BudgetPeriod unt  Program

Approp Batch
Number | APPTORYT .o

B 1 OP_DTL_BUD [2013 @ | @ [oos | [ooo4ey [av2013@ ([c25/@ [SetOptions [USD o ||
«

[ m ] ’

SetOptions Currency  Amount

Lines to add: 1 =] JournalLine Copy Down From Line: [ re [0 Generate Budget Period Lines ]

Total Lines: 1 Total Debits: 0.00 Total Credits: 0.00

& save | [=] notity | s Refresh [E+ Add | | JE UpdateiDisplay

Budget Header | Budget Lines | Budget Errors

4 . ] »

H100% ~

Training Guide
KK?220 Establishing and Managing
Budgets

Step

Action

23.

Enter the desired information into the Amount field. For example ,enter "250".

24,

Click the_ Save button.

25.

Click the Proqess button.

Process
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Message

Are you sure that you want to post this journal? (5010,45)

i

H100% ~

Step Action
26. Click the Ys button.

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites = Main Menu > Commitment Control > Budget Joumnals > Enter Budget Joumnals
ENewWindow ? Help [ Personalize Page B hiip
 Budget Header | ETE ANl BudgetErrors
Unit: MDJUD Journal ID: 0000000272 Date: 101612012 Budget Header Status: Posted
B —
~ Lines Personsize | Find |
MEEEEE N TN ( Base Currency Detais ||
Line  Ledger Budget Period  SpeedType PCA Fund  Account  Program :l"’"::::r Approp Yr ;‘:’" SetOptions Currency  Amount
1 OP_DTL_BUD 2013 Q40511 0001 0401 BOD4 ADDO4 AY2013 C25 [Seiw usD 250.00
T o | v
From Line: To: [ Generale Budget Period Lines ] ‘
Total Lines: 1 Total Debits: 0.00 Total Credits: 250,00
& Retumto Search | (] Notity | |7 Refresh | UpdateDisplay,
Budget Header | Budget Lines | Budget Errors
4] i I
hitp://oracleld.courts.state.mdus:12080/psp o L1B_PT_NAVISCRIPT1. FieldFormulaJScript_PT_NAV ] 7pt —EPCO_CO| col ®100% ~
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Step Action

217. Note: The system gives the transaction a Journal ID.
28. You will now review the budget adjustment that you have just made.

Click the Home link.

Home

29. Navigate to the Budget Details page.

Click the Main Menu button.

30. Click the Commitment Control menu.
| (3 Commitrment Control » |

31. Click the Review Budget Activities menu.
| 1 Review Budget Activities * |

32. Click the Budget Details menu.
| [=] Budget Details |

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites - Main Menu > Commitment Control > Review Budget Activities > Budget Detais

@I New Window  ? Help nSyhttp *
Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values,

.‘ i -i. Ii\c‘ -li \'-‘

- Search Criteria

Business Unit: _— MDJUD Q

Ledger Group: = - Q

Account: begins with facc» up Ledger Group (Al5) }

Department: Degins with ~ &
Batch Agency: begins with + Q
Program Cost Account: begins with = Q

Fund Code: pegnswitn ~| @ A
Appropriation Number: beginswith ~| |Q 3
Program: beginswith ~[  qQ
Appropriation Year: begins with ~ ’70\
Affiliate: beginswith ~[ Q

Fund Affiliate: beginswith ~[  qQ
Operating Unit Affiliate: begins with ~ ’70\
PC Business Unit: begins with « ’70\
Project: beginswith ~[ Q
Activity: beginswith ~[  qQ
source Type: peginswitn ~[ Q
Budget Period: beginswith ~[ Q
Statistics Code: beginswith ~[  qQ

Search || Clear |gasic Search [ Save Search Criteria

javascript:pAction_wind{document.wind, KK_ING_BDLL_DVW_LEDGER_GROUPSprompt); H100% -

Step Action

33. The Budget Details search page displays.
Search for the b

Click the Look up Ledger Group button.

=
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Look Up Ledger Group

SefiD: SHARE
Ledger Group: begins with = |

[@| Clear | Cancel |gasic Lookup
Search Results

Ledaer
Description Group
Type
DETAI Detail Ledger Group Expense
OPER DTL Operating Defail Ledger Group | Expense
OPER_SUM Operafing Summary L edger Gioup Fxpense
PROGRAM  Program Ledger Group Expense
PROJ GRNT Project/Grant Ledger Group Expense

‘#ICRowl’); H100% -

Step Action
34. Click the OPER_DTL link.
35. Enter the desired information into the Program Cost Account field.
36. Enter the desired information into the Program field.
37. Enter the desired information into the Budget Period field.
38. Click the Search button.
39. Use the scrollbar to reveal the budget journals.
40. Click a link on the budget row to view the budget.
0401
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WuliChannel Console |

Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Detais
e T e T VR e T TV
Commitment Control Budget Details
Business Unit  Ledger Group PCA Fund  Account Program  WPPTP  Appropvr ":‘“g‘;" Budget Period
MDJUD OPER_DTL 40511 0001 0401 B004 ADDD4 AY2013 €25 2013
| Display Chart | &
Ledger Amounts
. 100
Budget: 450.00 USD & < Max Rows:
Aftributes
Expense: 0.00 USD 3 L] Parent/ Children
Associated Budgets
Encumbrance: 0.00 USD @ =i ¢ E
Pre-Encumbrance: 0.00 USD @ <4
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: usD Percent: (100%) & Forecasts
With Tolerance: uUsD Percent: (100%) &
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
4 ] »
®100% ~

Step

Action

41.

Use the scrollbar to reveal the budget details.

| MultiChannel Console |

Add to Favortes |  Sign out

Favorites - Main Menu > Commitment Control > Review Budget Activities » Budget Detais
e e R T T
Commitment Control Budget Details
_ B Approp Batch

Business Unit  Ledger Group PCA Fund Account Program Humber Approp Yr Agy Budget Period

MDJUD OPER_DTL 40511 0001 0401 B004 A0DO4 AV2013 €25 2013

[ Display Chart | [i ]

Ledger Amounts

. 100
Budget: 450.00 USD i Max Rows:
Aftributes
Expense: 0.00 USD @ £ Parent  Children
Associated Budgets

Encumbrance: 0.00 USD @ =i ¢ E

Pre-Encumbrance: 0.00 USD @ <4

Associate Revenue: 0.00 usD

Available Budget

Without Tolerance: usD Percent: (100%) & Forecasts

With Tolerance: usb Percent: (100%) &

Budget Exceptions.

Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
4 ] r
i ction_wir ‘DRILL_TO_ACTLOGSO0); H100% ~
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Step Action
42. Click the Drill to Activity Log button.

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu > Commitment Control > Review Budget Activities » Budget Detais
FNewWindow ? Help [& Personalize Page B hitp
Activity Log
Ledger: OP_DTL_BUD
Personalize | Find | View 41| B | 58 Fist K 42072 1 (ast
Tran  Document Ref Approp Batch § )
i e Document!d 15T PCA Fund  Account Program PSP Appropyr (S BudgetPeriod | Year Period
Q% 1/Journal ID: 0000000271 N 40511 0001 0401 BO04 AODO4  |AY2013  C25 2013 2013 ]
QP 1/Journal ID: 0000000272 N 40511 0001 0401 BOO4 AD0D4  |AY2013  [C25  |2013 2013
< i v
UK
4 i, v
H100% ~

Step Action
43. Drag the Horizontal scrollbar to the right.
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ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Commitment Control > Review Budget Activities » Budget Detais

FNewWindow ? Help [& Personalize Page B hitp
Activity Log

Ledger: OP_DTL_BUD

Personalize | Find | View 41| B | 35 Fist K 42072 1 (ast

Auto
dgetPeriod | Year Period | Foreign Amount FOro'a" (AT [ BudgetEntry ¢ oerated  TraniD Tran Date
Currency Amount Currency  Type
Parent Ln
13 2013 4 200.00 USD 200.00 USD Original N 0000001229 10/16i2012
13 2013 4 250.00 USD 250.00 USD Adustment N 0000001230 10/16/2012
« [ i '
oK

H100% ~

Step Action

44, Note the Budget Entry transaction for the Adjustment in the correct amount.

45, You have successfully completed the Entering Budget Adjustments topic.

You have learned how to:
- Enter and review budget adjustments
End of Procedure.
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4.2 Entering Budget Transfers

You create a budget transfer journal to move funds from one Operating budget to another. Budget
transfers are allowed only within the same PCA.

After completing this topic, you will be able to:
o Create a budget transfer journal
e Post the budget transfer journal

e Review the budget impact after posting the transfer journal

To begin the simulation, click the Try It! button in he UPK Player.
Procedure

In this topic you will create a budget transfer journal to move funds from one operating budget to
another.

Step Action

1. Navigate to the Budget Details page.

Click the Main Menu button.

2. Click the Commitment Control menu.

| 1 Commitment Control 4 |
3. Click the Review Budget Activities menu.

| [ Review Budget Activities k |
4, Click the Budget Details menu.

| |=] Budget Details |
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Budget Details

Business Unit:

Ledger Group:
Account:

Department:

Baich Agency:
Program Cost Account:
Fund Code:
Appropriation Number:
Program:
Appropriation Year:
Affiliate:

Fund Affiliate:
Operating Unit Affiliate:
PC Business Unit:
Project:

Activity:

Source Type:

Budget Period:
Statistics Code:

‘Search Clear

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

Training Guide
KK?220 Establishing and Managing

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

ENew Window  ? Help 1Bhitp =

- Search Criteria

= - Moo @
o R —
beginswith ~[Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[Q
begins with ~ ’70\
beginswith ~[ qQ
beginswith ~[ Q
beginswith ~[Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[Q

Basic Search [E] Save Search Criteria

I

Budgets

H100% ~

Step

Action

The Budget Details search page displays.

Enter the desired information into the Ledger Group field. Enter "OPER_DTL".

Enter the desired information into the Account field.

Enter the desired information into the Program Cost Account field.

Enter the desired information into the Budget Period field.

©|®o N o

Click the

Search button.
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Home | Workist | WufiChannel Console |  Addto Favortes | Sign out

Favorites  Main Menu > Commitment Control > Review Budget Activities » Budget Detais
FNewWindow ? Help [ Personalize Page Bjnttp =
Commitment Control Budget Details
Business Unit  Ledger Grou PCA Fund  Account Program PPIOP AppropYr B3N Budget Period
0 P g8 Number pprop Agy H
MDJUD OPER_DTL 60081 0001 0401 BO0G AD00G AY2013  C25 2013
Display Chart il
Ledger Amounts
. 100,
Budget: 5,000.00 USD @ < Max Rows:
Attributes
Expense: 0.00 USD @ < Parent/ Chilaren L
Associated Budgsts T
Encumbrance: 0.00 USD @ <4 °
Pre-Encumbrance: 0.00 USD @ ]
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 5,000.00 & usD Percent: (100%) % Forecasts
With Tolerance: 5000005  USD Percent: (100%) &
Budget Exceptions
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
4 . 3
®100% ~

Step Action

10. The Commitment Control Budget Details page displays.

Note the Budget Amount.

11. You will now enter a budget transfer.

Click the Home link.

Home

12.

13. Click the Commitment Control menu.
| (1 Commitment Control * |

14. Click the Budget Journals menu.
| 1 Budget Journals Ir|

15. Click the Enter Budget Transfer menu.
| £ Enter Budget Transfer |
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

EMew Window ? Help B} hitp
Enter Budget Transfer

Find an Existing Value MdaNEWVHIe

Business Unit: JADJUD @

Journal 1D: NEXT

Journal Date: |[11/05/2012 [5]

Add

Find an Existing Value | Add a New Value

H100% ~

Step Action

16. The Enter Budget Transfer search page displays.

The fields on this page should automatically populate. Accept the defaults.

Click the A_dd button.
Add

Page 67




Training Guide

KK220 Establishing and Managing
Budgets -

GEARS

General Enterprise And Resource Support

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

Parent Budget Options Cur Effdt: 11/05i2012 [[5]

["| Generate Parent Budget(s)
["luse Default Entry Event

Parent Budget Entry Type: .

Long

Budget Type:

Aftachments (0’

Alternate

@ seve] =

Budget Header | Budget Lines | Budget Errors

L Refresh

FNewWindow ? Help [& Personalize Page B hitp
CITREUTENEN BudgetLines |( BudgetErmors |
Unit: MDJUD Journal ID: NEXT Date: 1110512012
“Ledger Group: & Fiscal Year: Period:
Control ChartField: “Currency: [uspla,
Budget Header Status: None Rate Type: |:|Q
“Budget Entry Type: Transfer Adjustment ~  Exchange Rate: 1.00000000 [

javascript:pAction_wind{document.wind, KK_BUDGET_HDR_LEDGER_GROUPSprompt);

H100% v

Step

Action

17.

The Budget Header page displays.

Click the Look up Ledger Group button.

Look Up Ledger Group

Search Results
First [4] 150¢5 [] Last

Description

Detail Ledger Group
Operating Detail Ledger Group

Operating Summary Ledger Grou|
Program Ledaer Group
PROJ GRNT Project/Grant Ledger Group

| "#ICRowl);

#100% ~
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Step Action
18. Click the OPER_DTL link.
OPER DTL
— — — | T Home | Workist | MutichannelConsole | Addto Favorites |  Sign out
) " i ) ENew Window ? Help [& Personalize Page |5, hitp
“Ledger Group: PPER_DTL |Q Fiscal Year: 2013 Period: 5
Control ChartField: Pragram “Currency: [usola,
Budget Header Status: Nane Rate Type: [cRRNT @,
*Budget Entry Type: Transfer Adjustment * | Exchange Rate: 1.00000000 [
Cur Effdt: [110872012 )
[CIGenerate Parent Budget(s) Budget Type: Expense
Long Description:
Alternate Description
[E save [=] Notify  rl, Refresh Ey Add Update/Display
Budget Header | Budaget Lines | Budaet Errors
Step Action
19. Click the Generate Parent Budget(s) option.
| ] Generate Parent Eudgeﬂs}|
20. Click the Budget Lines tab.
21. The Budget Lines tab displays.
Enter the desired information into the Budget Period field.
22. Enter the desired information into the PCA field.
23. Enter the desired information into the Fund field.
24. Enter the desired information into the Account field.
25. Enter the desired information into the Program field.
26. Enter the desired information into the Approp Number field.
217. Enter the desired information into the Approp Yr field.
28. Enter the desired information into the Batch Agy field.
29. Use the scrollbar to move to the right to reveal more fields.
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

Budget Header Budgel (PRl BudgetErrors

Unit: MDJUD Journal ID: NEXT Date: 11/05/2012 Budget Header Status: None

FNewWindow ? Help [& Personalize Page ) hitp

“Progess: PostJournal - Process

Personlize | Find | View Al B | 55 First £ 4 074 1 Last

[EETEETE VNS Base Currency Details

Delete  Line Ledger Budget Period  am A Approp Yr ::a;;"

Number
B OP_DTL_BUD [2013 @ | [r008@ [ar2013@ [c25|@y | [setOptions [USD @
«

[ m D

SetOptions Currency  Amount

Lines to add: 1 =] JournalLine Copy Down From Line: [ re [0 Generate Budget Period Lines ]

Total Lines: 1 Total Debits: 0.00 Total Credits: 0.00

[E save [=] Nofify i, Refresh Er Add Update/isplay

Budget Header | Budget Lines | Budget Errors

. ] ] »
®100% -

Step Action

30. Enter the desired information into the Amount field. For example, enter "-2000".

31. Click the Insert Lines button.

32. Enter the desired information into the Amount field on the second line. For
example, enter "2000".

33. Use the scrollbar to scroll to the left of the page.
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

Budget Header Eludgetunes Budget Errors

Unit: MDJUD Journal ID: NEXT Date: 11/05/2012 Budget Header Status: None

FNewWindow ? Help [& Personalize Page B hitp

“Progess: PostJournal - Process

personalize | Find | View 41| B | 3 st 42 072 1 Last

VTSRV AR Base Currency Detais

Delete Line  Ledger BudgetPeriod  SpeedType PCA Fund  Account  Program

Approp Batch
Number | APPTORYT .o

B 1 OP_DTL_BUD [2013 Q Q [so0e1Q, (o001 (0403 @ [Boos | [AD0DBQ, [Av2013C [C25|Q  [SetOptions [USD
2 OP_DTL_BUD [2013 Q Q [s0081Q, [0001Q, [040 @ [Boos | |AooeQy [av2013Qy [c25/Q [setoptions UsD
|

’

SetOptions  Current

< n

. . Generate Budget Period Lines
Lines to ada: 1 = ournal Line copy Down From Line: O e J
Total Lines: 2 Total Debits: 2,000.00 Total Credits: 2,000.00
& save | =] Notify | | Refresh | |Er Add | | F Updalemisplay
Budget Header | Budget Lines | Budget Emors
4 . ] »
H100% ~

Training Guide
KK?220 Establishing and Managing
Budgets

Step

Action

34.

Enter the desired information into the Account field.

35.

Click the_ Save button.

36.

You will now post the budget transfer.

Click the Proc_ess button.

Process
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Step Action

37. Click the Yes button.
38. The transfer has now been posted. You will now review the transfer amount using

the Budget Details page.

Click the Home link.

Home
39. Navigate to the Budget Details page.
40. Click the Commitment Control menu.
| (1 Commitment Control * |
41. Click the Review Budget Activities menu.
| £3 Review Budget Activities v]
42, Click the Budget Details menu.

| [E| Budget Details |
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Budget Details

Business Unit:

Ledger Group:
Account:

Department:

Baich Agency:
Program Cost Account:
Fund Code:
Appropriation Number:
Program:
Appropriation Year:
Affiliate:

Fund Affiliate:
Operating Unit Affiliate:
PC Business Unit:
Project:

Activity:

Source Type:

Budget Period:
Statistics Code:

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values,

-~ Search Criteria

oo @

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

begins with

Search || Clear |Basic Search [) Save Search Criteria

HultiChannel Console

EMewWindow ? Help Eintp =

javascript:pAction_wind{document.wind, KK INQ_BDLL_DVW_LEDGER_GROUPSprompt);

H100% v

Step

Action

43.

The Budget Details search page displays.

Click the Look up Ledger Group button.

"#ICRowl);

Look Up Ledger Group

SetiD: SHARE

Ledger Group: begins with ~

[LookUp [ Glear [-Gancel | asic oot

Search Results

PROJ GRNT

#100% ~
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Step

Action

44,

Click the OPER_DTL link.

45.

Enter the desired information into the Account field.

46.

Enter the desired information into the Program Cost Account field.

47.

Enter the desired information into the Appropriation Number field.

48.

Enter the desired information into the Appropriation Year field.

49.

Enter the desired information into the Budget Period field.

50.

Click the Search button.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites | Main Menu > Commitment Control > Review Budget Activiies » Budget Detais
FNewWindow ? Help [ Personalize Page B hitp *
Commitment Control Budget Details
Business Unit  Ledger Group PCA Fund  Account Program ﬁsr‘:";:r Approp Yr ?\;‘;" Budget Period
MDJUD OPER_DTL 80081 0001 0401 BO0G ADOOS AY2013 €25 2013
[ Display Chart [i]
Ledger Amounts
Budget: 7,000.00 USD L3 4 Max Rows: oo
Attributes
Expense: 0.00 USD @ Hrill o Actiiticbeadhidren L
Encumbrance: 0.00 USD @& B Assodisted Budgets
Pre-Encumbrance: 0.00 USD @ e ]
Associate Revenue: 0.00 usD
Without Tolerance: 7000008  usD Percent: 100%) 8 Forecasts
With Tolerance: 7000008 UsD Percent: (100%) &
Exception Errors: 0 Exception Warnings: 0 Budget Exceptions
< i il
javascrip ction_wind(d 'DRILL_TO_ACTLOGSO); H100%
Step Action
51. The Commitment Control Budget Details page displays.
NOTE: The budget amount has been increased by the amount of your budget
journal.
52. Click the Drill to Activity Log button.
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Viorklst Add fo Favories
Favorites - Man Menu > Commitment Control > Review Budget Activities » Budget Details
FNew Window ? Help [& Personalize Page ) hitp
Activity Log
Ledger: OP_DTL_BUD
Personalize | Find First Bl 42072 I Last
Tran  Document Ref Approp. Batch .
s by Document ID . PCA Fund  Account Program RPPIP appropyr D8 BudgetPeriod | Year Period
Q% 1|JoumalID: 0000000233 N 60081 0001 0401 BOOB  AOODE |AY2013 C25 2013 2013
@ e 2 Journal ID: 0000000346 N 60081 0001 0401 BOOE  AOODB  |AY2013 |C25 2013 2013
< I ] v
[
4 m 13
javascrip itAction wind(c ‘DRILL_TO_ACTLOGSOY; £100% ~

Use the scrollbar to reveal the fields on the right side of the page.

| workist | WuttiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu > Commitment Control > Review Budget Activities » Budget Detais
FNewWindow ? Help [ Personalize Page T hitp
Activity Log
Ledger: OP_DTL_BUD
Personalze | Find | Fist Kl 12072 10 Last
ch Forei Monetary Ba: Budget  Aule
Budget Period  Year  Period Foreign Amount tan tonetary Base Tis Generated  Tran D Tran Date
Currency Amount Currency  Entry Type
Parent Ln
5 2013 2013 4 5,000.00 USD 5,000.00 USD original [N 0000001197  10/15/2012
5 2013 2013 5 2,000.00 USD 2,000.00 USD MerAd. N 0000001310 11/05/2012
< m | >
ook
ol i v
javascrip ction_win0(d ‘DRILL_TO_ACTLOGS0);

#,100%
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Step Action

54. NOTE: You can see the Original and transfer budget transactions.
55. Click the OK button.
56. You have successfully completed the Entering Budget Transfers topic.

You have learned how to:
- Enter and review a budget transfer
End of Procedure.
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4.3 Verifying the Creation of Budget Amendments/Adjustments

In this topic, you will run the query to verify the creation of the Judiciary's budget amendments
and/or adjustments. These amendments and adjustments can be downloaded and sent to HOBO.

After completing this topic, you will be able to:
e Run aquery to review the amendments and adjustments created for a specific time period
Procedure

In this topic, you will run the query to verify the creation of the Judiciary's budget amendments
and/or adjustments.

Step Action

1. Navigate to the Query Manager page.

Click the Main Menu button.

2. Click the Reporting Tools menu.

| [ Reporting Tools "’|
3. Click the Query menu.

| C1 Query ']
4, Click the Query Manager menu.

| [=] Query Manager |
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Favortes = Main Menu > Reporting Took > Query > Query Manager
Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values,
Find an Existing Query | Create New Query

“Search By QueryName -
Search | Advanced Search

—

begins with

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

H100% ~

Step Action

5. The Query Manager search page displays.

Enter the desired information into the Find an Existing Query field. Enter "AOC".

6. Click the Search_ button.
| Search

Page 78



(f;c:r

GEARS

General Enterprise And Resource Support

Home | Workist

Favortes = Main Menu > Reporting Took > Query > Query Manager
Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values,
Find an Existing Query | Create New Query

“Search By QueryName - begins with "‘UC—

Search | Advanced Search
Search Results
“FolderView -~ AllFolders— =

Check All Uncheck Al *Action — Choose — - Go

Runto Runto

Select Query Name Deser Owner Folder Edt Tl Excel
[[]  AOC_ASSET_REPORT AOC Asset Report Public Edit HTML Excel
[ | AOC_ASSET_REPORT_TEST AOC_ASSET_REPORT_TEST  Public Eot |HTML Excel
[0 |AOC_BAD_CHECK Bad Checks by Case# or Ticket  Public Edit HIML Excel
[ |AOC_FY_AD_HOC Budget Amendment/Adjustment  Public Edit HTML Excel
[] |AOC_FY_AD_HOC_TOTALS Budget Amendment/Adj Totals  Public Edit HIML  Excel
[[]  AOC_FY_BUD_REQUEST Fiscal Year Budget Request  Public Edit HTML Excel
[ AOC_FY_BUD_REQUEST_TOTALS Fiscal Year BudgetReqTotals  Public Eoit |HTML Excel
[ AOC_FY_DLS_REDUCTION Fiscal Year LS culs Public Edit HIML  Excel
[[] AOC_FY_DLS REDUCTION_TOTALS Fiscal Year DLS cuts - Totals  Public Edit HTML Excel
[ |AOC_HOBO_HR_BASIC HOBO inbound interface results  Public Eot |HTML Excel
[ | AOC_JRNL_LN_QUERY Journal Line Query Public Edit HIML Excel
[ AOC_MAGIC_REPORT AOC Wagic Report Public Edit |HTML Excel

| WutiChannel Console

Personalize | Find | View Al E |

Run to
XML

XML
XL
XML
XL
AL
XML
KL
XML
XML
XL
XML
XML

Training Guide

Add to Favortes | Sign out

First K1 412 01 12 I Lost

Schedule

Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

Schedule

KK?220 Establishing and Managing
Budgets

Step Action
7. Click the Select option for Budget Amendment/Adjustment.
8. Click the HTML link for the same line item.
AOC_FY_AD_HOC - Budget Amendment/Adjustment
Fiscal Year: WO\
FromDate: [ |
ToDate | |5
[ [ HOBO RECORD ID GF sF FF RF
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Step Action

9. The AOC_FY_AD_HOC - Budget Amendment/Adjustment page displays.
Enter the desired information into the Fiscal Year field.

10. Click the From Date field and enter an appropriate date.

11. Click in the To Date field and enter an appropriate date.

12. Click the View Results button.
| View Results |

AOC_FY_AD_HOC - Budget Amendment/Adjustment
Fiscal Year: [p013 @
From Date: [07/01/2012 |5
ToDate:  [06/3012013 [
View Results
Download results in - Excel SpreadSheet CSVTextFile XWLFile (1kb)
View All First [ 1-4 o7 4 [ Last
HOBO RECORD ID GF SF FF RF
1 |c004000404B0040401 -250.00 0.00 0.00 0.00
2 |C00A000604B0060401 0.00 0.00 0.00 0.00
3 |C00A000604B0060403 0.00 0.00 0.00 0.00
4 |c00A000608B0060B41 0.00 0.00 0.00 0.00
javascript: tion_wind (do: ,'#ICQryD: iz #100% -
Step Action
13. Click the Excel SpreadSheet link to view the results in Excel.

Excel SpreadsShest
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AOC_FY_AD_HOC - Budget Amendment/Adjustment W
Fiscal Year: | 2013 Q
From Date: [07/01/2012 ][]
ToDate: (063012013 |[5)
View Results
Download resufts in - £icei¥preadshesf covTedFile xMLFile (1Kkb)
Wiew Al [ Wit Interme: Extom [==<=) First [ 1-4 074 [ Last
HoBORECOR| |\ 1 1o do with axls? FF RF
1 C00AD00404B0040401 &t doyouwant to dowith q.xis: 0.00 0.00
2 |CD0ADD0G04BO060401 Size: 6,00 KB 0.00 0.00
3 |C00AD00604B0060403 Type: Micrasaft Excel 2003 0.00 0.00
From: oraclel4.courts.state.md
4 [c00A000608B00G0B41 0.00 0.00
< Open
The file won't be saved automatically.
» Save
< Saveas
H100% ~
Gl 9 o] T [Protected View] [Compatibility Mode] - Microsoft Excel Sl T
Home  Insert  Pagelayout  Formulas Data  Review  View  Addns @ o @ =
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. x
AL ~( | Budget Amendment/Adjustment v
B c D E %‘
1 B Amenament/Adju| 4 M
2 [HOBO RECORD ID | eF | sF | FF JrE
2 | CODADOD404B0040401 ~250.00 0.00 0.00
4 | CODADODG604B0060401 0.00 0.00 0.00
5 | CODADD0604B0060403 0.00 0.00 0.00
6 | CODADODG0ZB000G4 T 0.00 0.00 0.00
7
|
8
[
10
11 =
12
12
14
15
16
7
18
19
20
21 B
= -
i 4 ¥ | sheetl J0KN!
Ready |
eloloel®8|a|H s
| Y D < = w2
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Step Action

15. The Excel document displays in a new window.

Review and verify the amendments/adjustments.

16. You have successfully completed the Verifying the Creation of Budget
Amendments/Adjustments topic.

You have learned how to:
- Navigate to and review the budget amendments and adjustments
End of Procedure.
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Lesson 5: Managing Budgets

Lesson Overview
This lesson discusses exception processing for GEARS transactions that are impacted by the
budget checking process.

Lesson Objectives:
After completing this lesson, you will be able to:

e Manage budget errors that may occur GEARS transactions
o Bypass budget checking for General Ledger journals

5.1 Viewing and Overriding Budget Exceptions
After completing this topic, you will be able to:

o View a budget exception for a transaction and override the budget exception

Procedure

In this topic you will enter a GL transaction that will fail budget check and you will use "Budget
Override™ to successfully process the transaction.

You will see and review the budget-check error. You will create a budget transfer journal to move
funds to a budget that needs it.

Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the Main Menu button.

2. Click the General Ledger menu.

| 1 General Ledger "|
3. Click the Journals menu.

| 3 Journals * |
4, Click the Journal Entry menu.

| 3 Journal Enfry k |
5. Click the Create/Update Journal Entries menu.

| | Create/Update Journal Entries |

Page 83



Training Guide 0
KK220 Establishing and Managing {:}8 G EAR S

General Enterprise And Resource Support
Budgets : i

Home | Workist | WufiChannel Console |  Addto Favorites | Sign o
Favorites ~ Main Menu > General Ledger > Joumak > JournalEntry » Create/Update Journal Entries

EMew Window ? Help B} hitp
Create/Update Journal Entries

Find an Existing Value Mdauewvme

Business Unit: MDJUD &
Journal ID: NEXT
Journal Date: [10/25/2012 [5]

Add

Find an Existing Value | Add a New Value

H100% ~

Step Action

6. The Create/Update Journal Entries search page displays.

The fields on the page should populate automatically. Accept the defaults.

Click the A_dd button.
Add
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > Joumak > JournalEntry » Create/Update Journal Entries

FNewWindow ? Help [& Personalize Page B hitp

Lines ( Totals \( Emors | Approval
Unit: MDJUD Journal ID: NEXT Date: 1012512012
Long Description: i =
*Ledger Group: [s% Adjusting Entry: Non-Adjusting Entry -
Ledger: Q Fiscal Year:
*Source: Q Period:
Reference Number: ADB Date: 10/2512012 |[H]
Journal Class: Q
Transaction Code: GENERAL  |@ [7] Auto Generate Lines

SJE Type:

Currency Defaults: USD /71
Attachments (0

Reversal: Do Not Generate Reversal

B save | [S] Notify | s Refresh
r:

Header | Lines | Totals | Erors

| Approval

Commitment Control

[[] save Journal

[] Autobalance on 0 Amount Line

=

| Incomplete Status

Add Update/Display

H100% ~

Step

Action

The GL Journal - Header page displays.

Enter the desired information into the Long Description field. Enter "Test

Override".

Click the Look up Ledger Group button.

=
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Look Up Ledger Group

Business Unit: MDJUD

Ledger Group: begins with ~

[ LookUp || Glear [ Cancel gasic aoiun

Search Results

PROGRAM  Proaram Ledaer Group
PROJ GRNT Project/Grant Ledger Group

|javaseri in0, #1CRoWD); ®100% v
Step Action
9. Click the ACTUALS link.
10. Enter the desired information into the Source field. Enter "ONL".
11. Click the Lines tab.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > Joumak > JournalEntry > Create/Update Journal Entries

&) New Window ? Help [& Personalize Page &, hiip

Header m Totals |( Erors Approval
Unit: MDJUD Journal ID: NEXT Date: 1012812012
Template List Change Values

Interfintraunit *Progess: Edit Journal - Process

Fund
Affil

| MDJUD @ ACTUALS Q a [ |a Q Q Q Q a [ |
m ] »

Select Line  ‘Unit *Ledger SpeedType PCA Fund  Account  Program ﬁsr‘;'s:r Approp Yr  Affiliate

<[

Lines to add: 1 = m

unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

B save Notity | | s Refresh | Eb Add| | UpdateDisplay

Header | Lines | Totals | Erors | Approval

100% -

Step Action
12. The Lines tab displays.
Enter the desired information into the PCA field. Enter “80001".
13. Enter the desired information into the Fund field. Enter "0001".
14. Enter the desired information into the Account field. Enter “0801".
15. Enter the desired information into the Program field. Enter "B008".
16. Enter the desired information into the Approp Number field. Enter "A0008".
17. Enter the desired information into the Approp Yr field. Enter "AY2013".
18. Enter the desired information into the Batch Agy field. Enter "C25".
19. Enter the desired information into the Amount field. Enter "2500".
20. Click the Insert Lines button.
21. Enter the desired information into the Account field. Enter "5463".
If there is already an Account in this field, delete it and enter the account # listed
above.
The Line 1 account should be "0801".
22. Use the scrollbar to reveal fields on the right.
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Home | Workist | MuliChannelConsole | Addto Favorites |

Favorites - Main Menu > General Ledger > Joumals > Joumal Entry > Create/Update Journal Entries

Sign out

FNewWindow ? Help [& Personalize Page B hitp

Template List Change Values

“Header IS Totals | Emors | Approval
Unit: MDJUD Journal ID: NEXT Date: 10/25/2012

EditJournal

Process

Personaiize | Find | Y | 2

Select Line  \ppropYr Affiliate :';ﬁ"ld :;';“" ‘I::;rMﬁl Currency Amount Rate Type Exchange Rate >>  Base Curre|

1 V20130 a [ la csla [ Ja [uso & | 250000 [CRRNT @ [ 1 > |USD

2 v203@ [ @ [ @ e [ @ uso & | p500.00 [CRRNT & | 1 | »= USD

« I o ] 5
Lines to add: =
Personalize | Find | | &) s

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 5,000.00 0.00 N N

Header | Lines | Totals | Erors | Approval

H100% v

Step Action

23.
negative amount.

Enter the desired information into the Amount field. Enter "-2500" to represent a

24. Click the_ Save button.

Message

Journal 0000000235 is saved. (5210,6)

itAction_wir in0,"JRNL_PANELS WRK_PB_LIST");

®100% v
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Step Action

25. Click the OK button.

26. Click the Process button.

| Process |
Budget Checking Errors Exist (18021,81)
e
#100% ~

Step Action

27. Click the OK button.

28. Click the E link

The 'E' budget status represents an error.
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Commitment Control > Review Budget Check Exceptions » General Ledger » Joumnal

GL Journal Exceptions Line Exceptions

Enewwindow 7 Help & Personalize Page & htp

Business Unit: MDJUD  Journal ID: 0000000235 & Journal Date: 102512012
“Exception Type - [l override Transaction S
Maximum Rows| 100 More Budgets Exist
Searcn Advanced Budget Criteria
Budgets with Exceptions Personaize | Find | View 1| B | 2E Fist K qore O (ast
Budget Chartfislds
Defails  Business Unit gf:fs' Exception More Detail D.:’:{;;i:f Transfer
1 @ MDJUD OPER_SUM | Exceeds Budget Tolerance Wore Detail B GoTo.. 5

B Save Q. Retun o Search | |[=] Notify |

GL Joumnal Exceptions | Line Exceptions

H100% ~

Step Action

29. The GL Journal Exceptions page displays.

Click the Override Budget option.

30. Click the_ Save button.

31. Click the View Related Links button.

LE
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ipt: submitAction_wir

Please select one of the following links:

Go to Budget Exceplions

Go to Budget Inquiry

inl, #ICRowl )

Training Guide
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H100% v

Budgets

Step

Action

32.

Click the Go to Budget Exceptions link to transfer the override to that location.

En to Budget Excegtinng

ORACLE

Budget Type:
Business Unit:

Budget Period:

Hol
Favorites = Main Menu > Commitment Control > Review Budget Check Exceptions > General Ledger

Commitment Control Budget Exceptions

OPER_SUM Operating Summary Budget Def
MDJUD Administrative Office of Court
2013

ar
Personaize | Find | # |

me | Worki

> Journal

115 0f 15

ist | MuliChannelConsole | Addto Favorites |  Sign out

ENew Window ? Help [ Personalize Page B htip ~

ChartFieid ChartField Value Description

Program Cost Account: 80001 State Law Library

Fund Code 0001 GENERAL FUND
Account 0800 Contractual Senices
Program 0008 STATE LAW LIBRARY
Appropriation Number: AD003 STATE LAW LIBRARY
Appropriation Year: AY2013 2013 Approp Year

Batch Agency: Cc25 Admin Office of the Admin
Department:

PC Business Unit:

Project

Activity:

Source Type:

Affiliate:

Fund Affiliate:

Operating Unit Affiliate:

®100% v
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Step Action

33. The Commitment Control Budget Exceptions page displays.

Use the scrollbar to reveal the rest of the page.

ORrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Commitment Control > Review Budget Check Exceptions » General Ledger » Joumnal

Program Cost Account: 80001 State Law Library

Fund Code 0001 GENERAL FUND

Account 0800 Contractual Senices

Program 0008 STATE LAW LIBRARY

Appropriation Number. A0008 STATE LAW LIBRARY

Appropriation Year. AV2013 2013 Approp Vear

Batch Agency. c25 Admin Office ofthe Admin I
Department

PC Buziness Unit
Project

Activity

Source Type:
Affiliate:

Fund Affiliate

Operating Unit Affiliate:

I

*Exception Type: Error - Maximum Rows: 100 More Transactions Exist
Advanced Transadtion Criteria Budget Detail [ ] Search

Transactions with Budget Exceptions Personalize | Find | View Al|
Transaction Data  [IT L Lot 1Y
DZU:H" Date R‘;’:a"“o" Exception Amount Currency 1D Hame 1D Value
» ! ournal
10252012 | GL_JOURNAL |EXceeds Budget 250000 USD Journal ID: 0000000235

Tolerance

[5) save [\ Returnto Search [=] Notify

javascrip ction_winl(doc "KK_XCP_BD_} o H100% -

Step Action

34. Click the Budget Override tab.
| Budget Override \|
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uttiChannel Consol Add to Favorites

Favorites - Main Menu > Commitment Control > Review Budget Check Exceptions » General Ledger » Journal

PC Business Unit
Project:

Activity

Source Type:
Affiliate

Fund Affiliate

Operating Unit Affliate

m

e Cnanre vae vesenpuon

Program Cost Account 20001 State Law Library

Fund Code 0001 GENERAL FUND

Account 0800 Contractual Senvices

Program 0008 STATE LAW LIBRARY

Appropriation Number. A0008 STATE LAW LIBRARY

Appropriation Year AY2013 2013 Approp Year

Batch Agency. c25 Admin Office ofthe Admin M
Department

*Exception Type: Error hd Maximum Rows: 400 [ More Transactions Exist
Agvanced Transaction Criteria Budaget Detail @ | search |
Transactions with Budget Exceptions Personaiize | Find | A First Kl g or 4 O (st
Transaction Data | TGN
D'Z_I"'\'r'“ Date 1;‘:;’:“’0" Exception Amount %":;;:’ Override User ID g;fe"i"e Transfer Budget Check
Exceeds Budget 10i25/2012
@ 10252012 |GL_JOURNAL X538 E 2,500.00 [Z]  wamewdght | 1EYEE G0 To s
W= .8
m | 3
javascrip itAction_wind (d *KK_XCP_BD_WK_PB_VIEW_KK_DATASO'): w100% -

Step

Action

35.

Click the View Details button.

WultiChannel Console Add to Favorites

Favorites = Main Menu > Commitment Control > Review Budget Check Exceptions > General Ledger > Journal

ENew Window ? Help [ Personalize Page &, hip

Commitment Control

Commitment Control Details

Commitment Control Tran ID: 0000001185
Commitment Control Tran Date: 10/25/2012

Budget Checking Process Status: Errors Exist

Budget Chk’g Process Instance: 12171

Source Transaction Type: General Ledger Journal
Commitment Control Amount Type: Actuals and Recagnized
Budget Checking Header Status: Error

<[ ] J v

javascrip ction_winl(d "KK_XCP_BD_WK_PB_VIEW_KK_DATAS0'); ®100% +
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Step Action

36. The Commitment Control Details page displays.

NOTE: Review Budget Checking Process Status and ID

37. Click the OK button.

38. The Commitment Control Budget Exceptions page displays.

Click the Budget Check button.

Message

Budget Checking Warnings Exist (18021,90)

Budget checking wamings were logged for this document. Please check the budget
exception page to view them.

[

®100% -

Step Action

39. Click the OK button.

NOTE: This indicates that there are warnings. It is not an error, as it was previously.

40. Click the OK button.

41. Move the scrollbar back to the top.
42. Click the Home link.

Home
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Step Action

43. Navigate to the Budget Details button.

Click the Main Menu button.

44, Click the Commitment Control menu.
| (1 Commitment Control * |

45, Click the Review Budget Activities menu.
| [ Review Budget Activities k |

46. Click the Budget Details menu.
| E] Budaet Detais |

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites | Main Menu > Commitment Control > Review Budget Activities > Budaet Detais
U New Window *# Help pEhhitp &

Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values.

d an Existing Value
~ Search Criteria

Business Unit: = - [ - Y
Ledger Group: = - e
Account: beginswith ~[ Q
Department: beginswith ~[  qQ

Baich Agency: begins with Q
Program Cost Account: beging with ~ Q

Fund Code: beginswith ~[ Q
Appropriation Number: beginswith ~ [ |Q =
Program: begins with ~ ’70\
Appropriation Year: beginswith ~[ Q
Affiliate: beginswith ~[  qQ

Fund Affiliate: begins with ~ ’70\
Operating Unit Affiliate: beginswith +|  |Q
PC Business Unit: beginswith ~[  qQ
Project: peginswitn ~[ Q
Activity: begins with ~ ’70\
Source Type: beginswith ~[ Q
Budget Period: beginswith ~[  qQ
statistics Code: peginswitn ~[ Q

Search Clear  |pasic Search [§) Save Search Criteria

javascript:pAction_winl(document.winl, KK_ING_BDLL_DVW_LEDGER_GROUPSprompt); H100% -

Step Action

47. The Budget Details search page displays.

Click the Look up Ledger Group (Alt+5) button.

&
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Look Up Ledger Group

setiD: SHARE
Ledger Group: begins with = |

@| Clear || Cancel |gasic Lookup

Search Results

100 First ] 160f0 [3] Last

Ledager
poaaer Description Group

Type
DETAIL Detail Ledger Group
OPERATING Qperating Ledger Group Expenze
OPER DTL Qperating Detail Ledger Group  Expense
OPER SUM Qperating Summary Ledqer Group Expense
PROGRAN _ Proaram Ledger Group Expenze
PROJ GRNT Project/Grant Ledaer Group Expenze

[ il R s -
Step Action

48. Click the OPER_DTL link.

49, Enter the desired information into the Account field. Enter "0858".

50. Enter the desired information into the Program Cost Account field. Enter "80001".
51. Enter the desired information into the Budget Period field. Enter "2013".

52. Click the Search button.
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Home | Workist | MufiChannel Console |  Addto Favortes | Sign out

Favorites - Main Menu > Commitment Control > Review Budget Activities » Budget Detais
Commitment Control Budget Details
Business Unit  Ledger Grou PCA Fund  Account Program PPIOP AppropYr B3N Budget Period M
0 P g8 Number pprop Agy H
MDJUD OPER_DTL 80001 0001 0858 8008 A0008 AY2013  C25 2013
Display Chart Fi)
Ledger Amounts
. 100
Budget: 8,000.00 USD @ < Max Rows:
Attributes
Expense: 8,500.00 USD & < Parent / Children
Associated Budgets
Encumbrance: 0.00 USD @ <4 °
Pre-Encumbrance: 0.00 USD @ ]
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: -500.00 & usD Percent: (6.25%) 2 Forecasts
With Tolerance: 500.00%  uSD Percent: (+6.25%) 2
Budget Exceptions.
Exception Errors: 0 Exception Warnings: 2 Budaet Exceptions
4 . »
H100% ~

Step

Action

53.

The Commitment Control Budget Details page displays.

Note: the budget expense is $500 over the original budget amount. This is why the
Budget Warning was issued.

54.

Click the Home link.

55.

Navigate to the Enter Budget Transfer page.

Click the Main Menu button.

56.

Click the Commitment Control menu.
| (1 Commitment Control * |

57.

Click the Budget Journals menu.
| 1 Budget Journals Il

58.

Click the Enter Budget Transfer menu.
| [E] Enter Budget Transfer |
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Home | Workist | WufiChannel Console | Addto Favorites | Sign o

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

EMew Window ? Help B} hitp
Enter Budget Transfer

Find an Existing Value MdaNEWVHIe

Business Unit: MDJUD Q

Journal 1D: NEXT

Journal Date: [10/25/2012 [5]

Add

Find an Existing Value | Add a New Value

H100% ~

Step Action

59. The Enter Budget Transfer search page displays.

The fields on the page should populate automatically. Accept the defaults.

Click the A_dd button.
Add

Page 98



o

%)

GEARS

General Enterprise And Resource Support

Training Guide

KK?220 Establishing and Managing

Budgets

CIEFEETERE BudgetLines |( BudgetEmors |

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

ist |

FNewWindow ? Help [& Personalize Page B hitp

Unit: MDJUD

["luse Default Entry Event
Parent Budget Entry Type:

Long

Journal ID: NEXT Date: 10125/2012
“Ledger Group: & Fiscal Year: Period:
Control ChartField: “Currency: lusola,
Budget Header Status: None Rate Type: |:| Q
“Budget Entry Type: TransferAgustment v xchange Rate: 1.00000000 [
Parent Budget Options Cur Effdt: 10/25/2012 |[5)
[~ Generate Parent Budget(s) Budget Type:

Aftachments (0’

WuliChannel Console |

Alternate

Budget Header | Budget Lines | Budget Errors

=)

javascript:pAction_winl(document.winl, KK_BUDGET_HDR_LEDGER_GROUPSprompt);

H100% v

Step

Action

60.

The Budget Header page displays.

Click the Look up Ledger Group (Alt+5) button.

Look Up Ledger Group

Search Results

Descriptie

First [§] 150f5 [5] Last

n

Iiavm.( ‘#ICRowl);

Detail Ledger Group
Operating Detail Ledger Group

Operating Summary Ledger Grou|
Program Ledaer Group
PROJ GRNT Project/Grant Ledger Group

#100% ~
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Step Action

61. Click the OPER_DTL link.

ORrRACLE
Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

Budget Header Budget Lines Budget Errors

) New Window ? Help [& Personalize Page &, hiip

Unit: MDJUD Journal ID: NEXT Date: 10/25/2012
“Ledger Group: PPER_DTL Q@ Fiscal Year: 2013 Period: 4
Control ChartField: Program “Currency: usb|@,
Budget Header Status: Nane Rate Type: CRRNTQ
“Budget Entry Type: Transfer Adjustment ~ Exchange Rate: 1.00000000 [
Parent Budget Options CurEffdt: 1012512012 |[§)
[Cl Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Attachments (0)
Long Description:
Alternate Description
[E save [=] Nofify i, Refresh E¥ Add Update/Dispiay

Budget Header | Budget Lines | Budget Errors

H100% ~

Step Action

62. Click the Generate Parent Budget(s) option.
| ] Generate Parent Budgetis) |

63. Click the Budget Lines tab.
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Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Commitment Control » Budget Journals » Enter Budget Transfer

BudgetHeader ) CTEFERRITER “BudgetErors

Unit: MDJUD Journal ID: NEXT Date: 10/25/2012 Budget Header Status: None

FNewWindow ? Help [& Personalize Page ) hitp

“Progess: PostJournal - Process

Personalize | Find | View A1 B [ # rret B qorq I st

Approp Batch
Delete Line  Ledger BudgetPeriod  SpeedType PCA Fund  Account  Program PRSP AppropYr | O

B |1 OP_DTL_BUD || Q Q e [ |a (s Q Q @ | @ [setoptions [UsD
< 0

] ’

SetOptions  Current

Generate Budget Period Lines
Lines to add: 1 = JoumalLine Copy Down From Line: [ v [ ]
Totals
Total Lines: 1 Total Debits: 0.00 Total Credits: 0.00
[E save [=] Nofify i, Refresh Er Add Update/isplay

Budget Header | Budget Lines | Budget Errors

H100% ~

Step Action

64. The Budget Lines tab displays.

Enter the desired information into the Budget Period field. Enter "2013".

65. Enter the desired information into the PCA field. Enter *80001".

66. Enter the desired information into the Fund field. Enter "0001".

67. Enter the desired information into the Account field. Enter "0302".

68. Enter the desired information into the Program field. Enter "B008".

69. Enter the desired information into the Approp Number field. Enter "A0008".

70. Enter the desired information into the Approp Yr field. Enter "AY2013".

71. Enter the desired information into the Batch Agy field. Enter "C25".

72. Use the scrollbar to reveal fields on the right.

Page 101




Training Guide o
KK220 Establishing and Managing (} GEA R 3
BU dgets nt General Enterprise And Resource Support

Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer
FNewWindow ? Help [& Personalize Page B hitp
* Budget Header Eludget TS BudgetErrors |
Unit: MDJUD Journal ID: NEXT Date: 1012512012 Budget Header Status: ~ Mone
*Process: PostJournal - | Process
~ Lines Personalize | Find | View A First B 4 of 4 I Last
T P  Base Currency Detais ||
_ Approp Batch _
Delete Line  Ledger BudgetPeriod  sount  Program \BPPR Approp¥r - SetOptions Currency  Amount
1 OP_DTL_BUD [2013 @ 02 @ [Boos @ [ao008Q@ ([Av2013Q, [c25/Q |[setoptions (USD @ |
‘ [ I ] ’
ine: . Generate Budget Period Lines
Lines to add: 1 = Joumal Line Copy Dawn From Line: [ e [ ]‘
Total Lines: 1 Total Debits: 0.00 Total Credits: 0.00
|@ save | [ notity | | Retresn | |Ev Ada| | updateispiay |
Budget Header | Budget Lines | Budget Errors
4 I ] »
#100% ~

Step Action

73. Enter the desired information into the Amount field. Enter "1000.00".

74, Click the Insert Lines button.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer

| Budget Header Eludgst [ BudgetErors |

Unit: MDJUD Journal ID: NEXT Date: 10/25/2012 Budget Header Status: Mone
*Process: PostJournal - | Process

FNewWindow ? Help [ Personalize Page T hitp

~ Lines Personalize | Find | Ve Fist K 4-20r2 O Last

PPN SIS Base Currency Detaik |

Delete Line  Ledger BudgetPeriod  SpeedType PCA Fund Account  Program :I'.’":I's:[ Approp Yr :’g‘:h SetOptions  Curren,

1 OP_DTL_BUD [2013 Q Q [so001Q, (o001 [0302 @ ([Bovs /@ [aoosQ [av2013Qy [c25/Q [setoptions [UsD
3 OP_DTL_BUD [2013 Q < [gooo1q, [o001Qy Q_ [Boos @ [ao008Q [Av2013Cy [c25|Q [setOptions [USD
]

< m

- Generate Budget Period Lines
Lines to add: 1 =l Joumal Line Copy Down From Ling: [ e [0 i ]‘
Total Lines: 2 Total Debits: 0.00 Total Credits: 2.000.00
|2 save | [ notity | | Retresn | |Ev Ada| | updateispiay |
Budget Header | Budget Lines | Budget Errors
<[ I ] »
®100% ~
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75. Enter the desired information into the Account field. Enter "0858".

76. Drag the scrollbar to the right to reveal more information.

| II

77. Enter a negative sign in front of the Amount field. Enter *-1000".

78. Click the_ Save button.

79. Click the Process button.

o
®100% v

Step Action

80. Click the Yes button.

81. Click the Home link.

82. Navigate to the Budget Details page.

Click the Main Menu button.

Page 103




KK220 EStab“Shmg and Man aging General Enterprise And Resource Support
Budgets

Training Guide 0~
{:}8 GEARS

Step Action

83. Click the Commitment Control menu.
| (1 Commitment Control * |

84. Click the Review Budget Activities menu.
| [ Review Budget Activities k |

85. Click the Budget Details menu.
| | Budget Detais |

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites = Man Menu > Commitment Control » Review Budget Activites > Budget Detais
FnewWwindow ? Help Snttp +

Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value
- Search Criteria

Business Unit: =~ oo e
Ledger Group: = - | < Y
Account: begins with ~ ’7
Department: beginswith ~|[ &
Baich Agency: beginswith ~[ Q
Program Cost Account: beginswith ~ |  |Q
Fund Code: begins with ~ ’70\
Appropriation Number: beginswith ~| |Q
Program: beginswith ~[  qQ
Appropriation Year: begins with ~ ’70\
Affiliate: beginswith ~[ Q
Fund Affiliate: beginswith ~[  qQ
Operating Unit Affiliate: begins with ~ ’70\
PC Business Unit: beginswith ~[ Q
Project: beginswith ~[  qQ
Activity: beginswith ~[  qQ
source Type: peginswitn ~[ Q
Budget Period: beginswith ~[ Q
Statistics Code: beginswith ~[  qQ

I

Search || Clear |gasic Search [ Save Search Criteria

javascript:pAction_winl(document.winl, KK_ING_BDLL_DVW_LEDGER_GROUPSprompt); H100% -

Step Action

86. The Budget Details search page displays.

Click the Look up Ledger Group button.

=
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Look Up Ledger Group

setiD: SHARE
Ledger Group: begins with = |

@| Clear || Cancel |gasic Lookup
Search Results

100 First [4] 10ofe [3] Last
Ledager
poaaer Description Group

Type
DETAIL Detail Ledger Group

OPERATING Operating Ledger Group Expense
OPER DTL Operating Detail Ledger Group  Expense
OPER_SUM Operating Summary Ledger Group Expense
PROGRAM Program Ledaer Group Expense
PROJ_GRNT ProjectiGrant Ledaer Group Expense

I- il inl, #ICRow2); E100% -

Step

Action

87.

Click the OPER_DTL link.

88.

Enter the desired information into the Account field. Enter "0858".

89.

Enter the desired information into the Program Cost Account field. Enter "80001".

90.

Enter the desired information into the Budget Period field. Enter "2013".

9L

Click the Search button.
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Favorites - Main Menu > Commitment Control > Review Budget Activities » Budget Detais
FNewWindow ? Help [& Personalize Page [Bihitp =
Commitment Control Budget Details
Business Unit  Ledger Grou PCA Fund  Account Program PPIOP AppropYr B3N Budget Period
0 P g8 Number pprop Agy H
MDJUD OPER_DTL 80001 0001 0858 8008 A0008 AY2013  C25 2013
Display Chart il
[T
. 100
Budget: 9,000.00 USD @ < Max Rows:
Attributes
Expense: 8,500.00 USD & < Parent/ Children L
Associated Budgets J
Encumbrance: 0.00 USD @ <4 °
Pre-Encumbrance: 0.00 USD @ ]
Associate Revenue: 0.00 usD
Available Budget
Without Tolerance: 500.00 & usD Percent: (5.56%) %  Forecasts
With Tolerance: 500.00 & usD Percent: (5.56%) &
Budget Exceptions.
Exception Errors: 0 Exception Warnings: 2 Budget Exceptions
< i v
H100% ~

General Enterprise And Resource Support

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Step

Action

92.

The Commitment Control Budget Details page displays.

NOTE: After the successful budget transfer, the budget has $500 available

93.

You have successfully completed the Viewing and Overriding Budget Exceptions
topic.

You have learned how to:

- Review and navigate budget exceptions in GEARS
- Override budget exceptions

End of Procedure.
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5.2 Bypassing Commitment Control Budget

Authorized users can manually set a General Ledger (GL) transaction to bypass budget checking
by accessing the Commitment Control page via a link on the journal header page. You need to
select the bypass option prior to posting the budget.

The image below displays the screen shot where you can select the Bypass Budget Checking
process for a GL journal. On the Commitment Control page, you must select the following:

o the Bypass Budget Checking checkbox

Commitment Control

@ Actuals and Recognized

_ Encumbrance

_ Pre-Encumbrance

_ Collected Revenue

_ Actuals, Recognize and Collect
! Planned

[C] Bypass Budget Checking
[C] override

Override User ID:
Owerride Date:

0] Cancel Fefresh

After completing this topic, you will be familiar with how to:

e Manually bypass the Commitment Control budget checking process for a GL journal
entry.

Procedure

In this topic, you will manually bypass the commitment control budget.
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Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the Main Menu button.

ain Merw

2. Click the General Ledger menu.

| [J General Ledger r |
3. Click the Journals menu.

| 3 Journals k |
4, Click the Journal Entry menu.

| 3 Journal Entry I|
5. Click the Create/Update Journal Entries menu.

| [=] Create/Update Journal Entries |

ORACLE

Home:
Favorites - ManMen > GeneralLedger > Journds > JournalEntry > Createy/Update Journal Entries

| workiis

EMewwindow 7 Help B hitp

CreatefUpdate Journal Entries

Find an Exlsting Valug

Business Unit: i0.JUD @
Journal ID:  [NEXT
Journal Date: [10/24/2012 [5)

Add

Find an Existing Value | Add a Mew Value

[javascriptsubmitietion_winl{documentwind, #1CSrchTypeClassic; ®00% -

Step Action

6. The Create/Update Journal Entries search page displays.

Click the Add button.
Add
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Favorites - ManMenu > GeneralLedger » Joumnds » Journal Entry > Createy/Update Joumnal Entries

IEEEZER Cnes \( Toels | Ewors ) Approval

FewWindow ? Help [ Personalize Page B, hitp

Currency Defaults: WSO 111
Aftachments (0 Commitment Cantral

Eeversal: Do Mot Generate Reversal

Entered By: wayne wright wright, Wayne
Entered On:
Last Updated On:

& Save | [ Hatity | |4 Refresh |

Header | Lines | Totals | Ettors | Approval

Unit: MOJUD Journal ID: MEXT Date: 10/29/2012

Long Description: ] ]
“Ledger Group: [ e Adjusting Entry: Man-Adjusting Entry -
Ledger: liq Fiscal Year:

*Source: [ e Period:

Reference Number: [ ADE Date: [Tojze012 @

Journal Class: [ e

Transaction Code: [GENERAL |y [7] auto Generate Lines

[C1Save Journal Incomplete Status

S.JE Type: - [C] Autobalance on 0 Amount Line

Eb Add | | UpdaterDispiay

H100% -

Step

Action

The GL Journal - Header page displays.

Enter the desired information into the Long Description field.

Enter "ACTUALS" into the Ledger Group field.

Enter "ONL" into the Source field.

10.

Click the Commitment Control link.
[Cormrmitrnent Controll
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OoRrRACLE
Home
Favorites - ManMenu > GeneralLedger » Joumnds » Journal Entry > Createy/Update Joumnal Entries

Commitment Control

@ fictuals and Recoonized

(© Encumbrance

© Pre-Encumbrance

@ Collected Revenue

© Actuals, Recognize and Collect
© Planned

[CJeynass Budget Checking
[T override

Override User ID:
Override Date:

OK | cancel | Refresh |

FewWindow ? Help [ Personalize Page B, hitp

GEARS

General Enterprise And Resource Support

B100% -

Step Action

11. The Commitment Control Amount Type page displays.

Click the Bypass Budget Checking option.
| O Bypass Budget Checking |

12. Click the O_K button.
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Favgyites — Main Menu > GenerdlLedger > Joumsls > Joumal Enfry > CrestefUpdate Joumal Entiies
& MewWindow ? Help [# Personalize Page Bl hitp

m_ | Totals ( Emors [ Approval

Unit: MOJUD Journal ID: MEXT Date: 10/29/2012

Long Description: Bypass budget check [E]

*Ledger Group: [rcTuALs @ Adjusting Entry: NonAdjusting Entry v

Ledger: liq Fiscal Year: 2013

ssource: TR p— [

Reference Number: [ ADE Date:

Journal Class: [ e

Transaction Code: [GENERAL |y Auto Generate Lines

Save Journal Incomplete Status
SJE Type: . Autobalance on 0§ Amount Line

Currency Defaults: USD F CRRNT A1
Aftachments (0

Eeversal: Do Mot Generate Reversal

Commitment Cantral

Entered By: wayne.wright Wright, Wayne
Entered On:

Last Updated On:

2 Save | [ Notify | [ Refresh | | £ UpdateiDisplay

Header | Lines | Totals | Ettors | Approval

javascript: submitdction wind{documentwind, ¥ICPanel1'); HU00% -

Step

Action

13.

Click the Lines tab.

“Process:

Favoites  MainMenu > Geners|ledger > Joumas > Jourmal Enfiy > Create/Update Joumal Entries
A newitindow  ? Help [ Personalize Page T, hitp
Header " Totals | Errors | Approval
Unit: MDJUD Journal ID: NEXT Date: 107292012
Template List Chanie Yalues
[ interfintraUnit | Edit Journal - { Pracess ]

Fund
Al

Approp
Humber

1Al laalJal la[ Ja[ Ja[  Ja|[ |
] ’

Select  Line Fund  Account  Program Approp Y Affiliate

1 MDJUD @ ACTUALS

il m

= @

“Unit *Ledger SpeedType PCA

Lines to add:
<t Kl gor1 O

unit Total Lines Total Debits Total Credits Journal Status: Budget Status
MDJUD 1 0.00 0.00 N Y
B save | [=] Motify | % Refresh s Add | Update:Display
Header | Lines | Totals | Errors | Approval
E A% v
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Step Action

14. The journal Lines tab displays.

Enter journal line information, including Chartfields and amounts.

| Multichan

Favorites - ManMenu > GeneralLedger » Joumnds » Journal Entry > Createy/Update Joumnal Entries

Header Totals )( Errors ) Approval

FewWindow ? Help [ Personalize Page B, hitp

Unit: MDJUD Journal ID: NEXT Date: 10/28/201 2
Termpiate Tist Search Criteria Change Values
Interfntrallnit “Process: Edit Journal - Process

- 2 - Fund Batch Oper
Select Line | Approp¥r Affiliate e . Uit | CurTency Amount Rate Type Exchange Rate »>  Base|
B | Q |avzmag Q Q [csQ Q |uso Q | 1500000 [CcRRNT @ | 1.00000000 == USD
| e Q |arzo1aqy Q Q [cisQ Q |usD Q | 1600000 (CRRNT @ |  1.00000000 == USD
‘ [ I} b
Lines to add: 1 = R
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 16,000.00 16,000.00 N y
& Save | [ Hatity | |4 Refresh | Eb Add | | ) UpdterDisplay

Header | Lines | Tatalg | Erors | Appraval

0% v

Step Action

15. C_:Iick the _Save button.
& save
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Step Action
16. A confirmation message displays with the Journal ID.
Click the OK button.
17. Verify that "Edit Journal” displays in the Process drop-down list.
18. Click the Process button.

[ Process ||
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Create/Update Journal Entries

Favorites - MainMenu > GeneraLedger » Joumals » Jouma Entry >

FewWindow ? Help [ Personalize Page B, hitp

Header Totals )( Errors ) Approval
Unit: MOJUD Journal ID: 0000000241 Date: 107292012 Errors Only
Template List Search Criteria Chanie Yalues

Interfintralnit \Process: EditJaumal - Prosess

[ 2] Line:

Exchange Rate

1.00000000 ==

1.00000000

] 3

Total Debits

Unit Total Lines Tot;

MDJUD 2 15,000.00

B Save | =] htify

Header | Lines | Totals | Erors

s Refresh
;

| Approval

Select  Line Approp Y Affiliate ;""'_:I“ g‘;‘;" 3":;"",'_“ Currency Amoint Rate Type
| Q ([wra013Q aQ q [czslq [ @ o o | 1600000 [CRRNT @ |
B 2 Q [avani3q Q Q [csa | @ [uso a | 1500000 [CRRNT G |
« [ m
Lines to add: 1 = m

Personaize | Fin | view | B LA ot K ore O Lot
al Credits  Journal Status Budget Status
15,000.00 Y %

Er Add Update:Display

HU00% -

Step Action

19.

After running the Edit Journal process, the Journal Status is "V" for valid.

20. Click the Process list.

| EditJoumal

- |

21.

Post Journal

Click the Post Journal list item from the Process drop-down list.

22. Click the Process buttor_L

| Process |
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Step Action
23. Click the OK button.
24, After posting the journal, the Budget Status is "V" for Valid.
You can verify that the corresponding budget was not impacted by navigating to the
Budget Details page and reviewing the budget.
Navigation: Commitment Control > Review Budget Activities > Budget Details
25. You have successfully completed the Bypassing Commitment Control Budget topic.

You have learned how to:
- Manually bypass the commitment control budget in GEARS
End of Procedure.
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Lesson 6: Reviewing Budget Reports and Inquiries

Lesson Overview

In this lesson, you learn how to review budgetary activity including the establishment of
authorized spending authority for a budget, as well as transactional activity against a budget (i.e.,
requisitions, purchase orders and vouchers). GEARS Commitment Control provides online
budget inquiry pages and report to authorized users to view budget activity, when needed.

Lesson Objectives:
After completing this lesson, you will be able to:

e Use Commitment Control budget inquiry pages
e View budgetary and transaction activity for specified budgets
o Generate budget reports to view transaction and budget ledger details

6.1 Reviewing Budget Activity via Online Inquiries

In this topic, you will use Budgets Overview inquiry pages to review budget established in
Commitment Control. Use the Budget Overview inquiry page to create a budget inquiry for
Operating Budgets established for a budget period and monitor the activity against the budget
including pre-encumbrances, encumbrances, and expenses.

After completing this topic, you will be able to:

e Create a Budget Overview Inquiry for future use
o View a summary of the existing Operating budget amounts for a budget period

Procedure

In this topic, you will use Budgets Overview inquiry pages to review budget established in
Commitment Control.

Step Action

1. Navigate to the Budgets Overview page.

Click the Main Menu button.

2. Click the Commitment Control menu.

| 1 Commitment Control k |
3. Click the Review Budget Activities menu.

| 1 Review Budget Activities P|
4, Click the Budgets Overview menu.

| | Budgets Overview |
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Commitment Control > Review Budget Activities > Budgets Overview
FNewWindow ? Help B htip
Budgets Overview

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Inguiry Name: | begins with =] |

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

5. The Budgets Overview search page displays.

Click the Add a New Value tab.
| Add a New Value |
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Budgets Overview

Eind an Bisting Vaive ) [FFENEIIEITR

jome.
Favorites  Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Inguiry Name: |

Add

Find an Existing Value | Add a Mew Value

ENew window 2 Help B, hitp

Step Action
6. The Add a New Value tab displays.
Enter the desired information into the Inquiry Name field. For example, enter
"BUDVWO01".
7. Click the Add button.
Add
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Favorites  Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

FewWindow ? Help [ Personalize Page B, hitp

Budget Inquiry Criteria
Budget Overview

Inquiry:  BUDVAIT Description: | o

Amount Criteria | Bearch | | Clear |  Reset |

Bueiget Type
*Business Unit: MDJUD/Q, L edger Group/Set: | Ledger Group - Ledger Group: Q
[Clview Stat Code Budgets
Display Chart @

“Type of Calendar:  Detail Budget Period -

Budget Criteria 3 o 4 = First Kl 1 or1 D Last

nt Include Closing
Select  Ledger Group Calendar ID From Budget Period  To Budget Period s P sl
DETAIL Q Q
ChartField Criteria Budget Status
ChartField s:ﬁ:;ﬁ“m Gt ChartField To Info  ChartField Value Set  Update/Add Qpen
3 Q[ aQ @ | @ Updateiadd Clased
Hold
@ save | =] wetity | | Remesh |[E mei 5 UpssteDisplay

HU00% -

Step

Action

The Budgets Overview page displays.

"OPERATING BUDGET OVERVIEW".

Enter the desired information into the Description field. For example, enter

Click the Look up Ledger Group button.
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Look Up Ledger Group

SetiD: SHARE
Ledger Group: begins with = |

LookUp || Clear || Cancel |Basic Lookup

Search Results
e 100 Last

Ledaer

Description Group
Type

Detail Leduer Group Exnense
Operafing Detail Leduer Group  Expense
Operafing Summary Ledger Group Expense
Frograrn Leduer Group Exnense

PROJ GRNT ProjectiGrant Leduer Group Expense

jvascriptdoUpdateParentidocurnent wind, #1C Rowl');  100%

Step Action

10. Click the OPER_DTL link.

11. Use the scrollbar to scroll down to the Chartfield Criteria Section of the page

Home

Favorites — Main Menu > Commitment Contral > Review Budget Actiities > Budgets Owerview

Budget Inquiry Criteria
Budget Overview M

InQuing  BUDMWIT Description: | OPERATING BUDGET CVERVIEW i

Amount Criteri | geacn | | clear | | Reset |

Bucdget Type

*Business Unit: MDJUDICL Ledger Group/Set:  Ledger Group - Ledger Group:  |OPER_DTL @

iew Stat Code Budgets Operating Detail Ledaer Graup

Isplay Chart [i ]
“Type of Calendar:  Detall BudgstPeriod  +
Budget Criteria
Select  Ledger Group Calendar ID From Budget Period  To Budget Period '""'“‘:,Zﬁ:'d"(’:)'“g'" "x’l'j'j'::"‘::s::g
@ OPER_DTL BY oz @ oz @ 2
Budgot Status
ChartField s:ﬁ:;ﬁ“m Gt ChartField To Info  ChartField Value Set  Update/Add Qpen
Account 3 Q[ Q @ [ Q@ Undatesdd B Closed
Batch Agy 3 a [% a @ [ @ Updateiadd @ Hold
Pca [ a [% a @ [ @ uUpdatemdd
Fund (5 aQ (% Q @ [ Q@ Undatesdd
Approp Number % Q% Q @ [ @ Updateiadd
Program | Q% Q @ | Q@ Uodatesdd
Approp ¥r E3 Q% Q @ [ @ Updateiadd

& Save | L RetunioSearch =] Natity | Refresh EX UpdzieDisplay| —

®00% v
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Step

Action

12.

Enter the desired information into the Chartfield From Value Program field.

13.

Enter the desired information into the Chartfield To Program field.

14.

Enter the desired information into the Chartfield From Fund field.

15.

Enter the desired information into the Chartfield To Fund field.

16.

Click the Save button.

17.

Click the Search button.

Favorites  Main Menu > Commitment Control > Review Budget Activities > Budgets Overvisw

Inquiry Results

Business Unit: MDJUD
Ledger Group: OFER_DTL Operating Detail Budget Def
Type of Calendar: Detail Budget Period
Amounts in Base Currency: UsD
Revenue Associated:
Hetumto Giteria hiax Rows: [ 100 Display Ostions L.Bemrh,
Net Transfers:
Budget: 414,000.00 0.00
Expense: 5424 50
Encumbrance: 0.00
Pre-Encumbrance: 0.00
Budget Balance: 408,575.50
Associate Revenue: 0.00
Available Budget: 408,575.50

Approp Batch  Budget

I

P
Ledger Group PCAa Fund Account~  Program s Humber Approp Yr Agy Period Budget Expense  Encumbrance Pre-Encunm
1R B oPEr_DTL 60001 0001 D881 B006 ADODE  AY2013  ©25 2013 B500000 5424500 0.000 o
2@ By orErR_DTL B00ST 0001 DES1 BO06 ADDDE  AY2013 ©25 2013 £,500.000 0.000 0.000
3Ry B orer_DTL 60061 0001 0891 8006 ADODG  AY2013  C25 2013 6,500,000 0.000 0.000
4 By oFer_DTL 60071 0001 DES1 8006 AD0DB  AY2013  ©Z5 2013 £.500.000 0.000 0.000 m
PP N S, e - e —— e - e e S P P e
b il J b
javascriptisubmitAction_wind{document.wind, KK ING_WRK_DELETE_PB'); w00% -

Step

Action

18.

The Budgets Overview Inquiry Results page displays.

Use the scrollbar to reveal the Budget Overview page fields.
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Favu_ntes Mamy\enu > (Dmm\tme_ﬂl Contral > Review Eudget Activities > Budgets Overview
Ledger Group  PCAs  Fund  Account~ Programa ::r';';:r Approp Yr ﬁ;’;" g:fi:? Budget Pre Encurm
23 FE‘ E} OPER_OTL 60171 ooot o841 BODB ADDO6 AY2013 c25 2013 6,500,000 0.00g 0.000; i
24 Fé. EQ OPER_DTL BO183 0oo1 0841 BODE ADDDE AY2013 c25 2013 £,500.000 0.000 0.000
28 F@' Fék OPER_DTL 60001 0oo1 0g1s BO0E AD0OG AY2013 s3] 3 6,500,000 0.000 0.000°
26 FE‘ :Q OPER_OTL 60051 ooot 0818 BODB ADDO6 AY2013 c25 2013 6,500,000 0.00g 0.000;
27 F@' Fék OPER_DTL 60061 0oo1 0g1s BO0E AD0OG AY2013 s3] 3 6,500,000 0.000 0.000°
28 FE‘ :Q OPER_OTL 60071 ooot 0818 BODB ADDO6 AY2013 c25 2013 6,500,000 0.00g 0.000; =
29 Fé. EQ OPER_DTL 60081 0oo1 0815 BODE ADDDE AY2013 c25 2013 £,500.000 0.000 0.000
el F@' :Q OPER_DTL 60091 0oo1 0g1s BO0E AD0OG AY2013 s3] 3 6,500,000 0.000 0.000°
31 FE‘ E} OPER_OTL 60101 ooot 0818 BODB ADDO6 AY2013 c25 2013 6,500,000 0.00g 0.000; (7
32 Fé. LEQ OPER_DTL 60141 0oo1 0815 BODE ADDDE AY2013 c25 2013 £,500.000 0.000 0.000
33 F@' :Q OPER_DTL 60151 0oo1 0g1s BO0E AD0OG AY2013 s3] 3 6,500,000 0.000 0.000°
34 FE‘ E} OPER_OTL 60161 ooot 0818 BODB ADDO6 AY2013 c25 2013 6,500,000 0.00g 0.000;
35 Fé. EQ OPER_DTL 60171 0oo1 0815 BODE ADDDE AY2013 c25 2013 £,500.000 0.000 0.000
36 FE‘ E} OPER_OTL 60183 ooot 0818 BODB ADDO6 AY2013 c25 2013 6,500,000 0.00g 0.000;
OPER_DTL &0001 0001 0403 BO0E ADDDE AY2013 c25 2013 5,000.000 0.000 0.000 il
BNl i — v
Return to Criteria *Notes
|B Save | |\ RetwntoSearch | |1 Notity | |4 Refresh | P
4 . »
[jawascriptsubmitietion_ winb{dacurment.win, KK NG WRK_PB_RETURN$51$Y; E00% v
Step Action
19. These are the detail Operating budgets.
20. Click the Return to Criteria link.
Feturn to Criteria

Home

Favorites — Main Menu > Commitment Contral > Review Budget Actiities > Budoets Owerview

Budget Inquiry Criteria
Budget Overview

Inguiry:  BUDYWO1 Description: | OPERATING BUDGET OVERVIEW il

ArToUnt Critetia |\ Search | | Clear |  Reset |

Bueiget Type

*Business Unit: MDJUD/Q, L edger Group/Set: | Ledger Group hd Ledger Group: OPER_DTL |

fiew Stat Code Budgets Operating Detail Ledaer Graup
play Chart o

“Type of Calendar:  Detail Budget Period

Budget Criteria First ' orq D

Select  Ledger Group Calendar ID From Budget Period  To Budget Period '""'“‘:,Zﬁ:'d"(’:)'“g'" "x’l'j'j'::"‘::s::g
OPER_DTL BY s @ pozs @ 3

Budgot Status

ChartField s:ﬁ‘f ) G ChartField To Info  ChartField Yalue Set  Update/add Qpen

Account 3 Q[ Q @ [ Q@ Undatesdd Clased

Batch Agy 3 a [% a @ [ @ Updateiadd Hold

Pca [ a [% a @ [ @ uUpdatemdd

Fund (o001 @ [ooo1 Q @ [ Q@ Uodateiadd

Approp Number % Q% Q @ [ @ Updateiadd

Program [Boos @ [Boos Q @ [ @ Undatersdd

Approp ¥r E3 Q% Q @ [ @ Updateiadd

|B Save | & RetuntoSearch =] Nofity @ Refresh |

ol | Flipsizte/Display| —

P leld.courts state.nd.usiL. p3py OYEE/ERP/C/MANAGE_COMMITMENT_CONTROL.KK_INQ_LEDGER, GBL ?FolderPath=PORTAL_ROOT_OBJECT.EPCOC # 100% ~
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Step Action

21. Next you will use the budget inquiry you just created.

Click the Budgets Overview menu link.
Pudgets Dverview|

Favorites — Main Menu > Commitment Contral > Review Budget Actiities > Budgets Owerview

0 Hew Window  ? Help 5, hitp

Budgets Overview
Enter any information you have and click Search. Leave fields blank for a list of all values,

[ Find en Euzinz Valve JEXTRIETREID
~ Search Criteria

Inquiry Name: begins with ~

Search Clear |Basic Search [E] Save Search Criteria

Fine an Existing Value | Add a Mew Value

®00% -

Step Action

22. The Budgets Overview search page displays.

Enter the budget inquiry created previously into the Inquiry Name field. For
example, enter "BUDVWO01".

23. Click the Search button.
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{3@

Favorites  Main Menu > Commitment Control > Review Budget Acthities > Budgets Overviewy

Budget Inquiry Criteria

FNewWindow  ? Help [ Personalize Page Shtp =

Budget Overview

[Clview Stat Code Budgets
Display Chart @

“Type of Calendar:  Detail Budget Period -

Buelget Criteria

Select  Ledger Group Calendar ID

From Budget Period  To Budget Period

Inquiry:  BUDYADT Description: | OFPERATING BUDGET GVERVIEW i

Amount Criteria | Bearch | | Clear |  Reset |

Bucget Type

*Business Unit: MDJUD/Q, L edger Group/Set: | Ledger Group hd Ledger Group: OPER_DTL |

Operating Detail Ledger Group

Periodis) Adjustments

OPER_DTL BY FEE - <
ChartField s:ﬁ:;ﬁ“m Gt ChartField To Info  ChartField Value Set  Update/Add Qpen
Account 3 Q[ Q @ [ Q@ Undatesdd Clased
Batch Agy 3 a [% a @ [ @ Updateiadd Hold
Pca [ a [% a @ [ @ uUpdatemdd
Fund [ooo1 @ [ooot1 Q @ [ Q@ Undatesdd
Approp Number % Q% Q @ [ @ Updateiadd
Program [ @ [pooe a @ [ @ uUpdatemdd
Approp Yr (5 aQ (% Q @ [ Q@ Undatesdd -

n

= First Kl 1 or1 D Last
Include Closing

HU00% -

Step Action

24,
use.

NOTE: The budget inquiry you created has been saved and is available for future

25.
topic.

You have learned how to:

End of Procedure.

You have successfully completed the Reviewing Budget Activity via Online Inquiries

- Review and navigate budget activity in GEARS
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6.2 Running the Budget Transaction Detail Report

In this topic, you will run the Budget Transaction Detail Report. You will create a run control
to execute the Budget Transaction Detail Report.

After completing this topic, you will be able to:

Procedure

Create a run control for running the Budget Transaction Detail Report
Generate and review Budget Transaction Detail Report

In this topic, you will run the Budget Transaction Detail Report.

Step Action
1. Navigate to the Budget Transaction Detail page.
Click the Main Menu button.
2. Click the Commitment Control menu.
| [ Cormmitrnent Control * |
3. Click the Budget Reports menu.
| [ Budget Reports Ir|
4, Click the Budget Transaction Detail menu.

| |=| Budget Transaction Detail |
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Aol to Favorites

Home | ‘Wiorkist | Mulic: sole |
Favorites - Main Menu > Commitment Control > Budget Reports > Bucget Transaction Detal

| Sign out

ENewwindow  ? Help B} hitp
Budget Transaction Detail

Enter any infarmation you have and click Search. Leave fields hlank for 2 list of all values,

U EENERETTERS © Add a New Yalue

- Search Criteria

Run Control ID: begins with ~

[ case Sensitive

Search Clear |pasic Search [) Save Search Criteria

Find an Existing Value | Add a New Value

HU00% -

Step Action

The Budget Transaction Detail search page displays.
Enter the desired information into the Run Control ID field. For example,
enter "BUD_RPT _TESTO00".

6. Click the Add a New Value tab.
| Add & Mew Value |
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Favorites

Main Menu > Cornmitment Control > Budget Reports » Budget Transaction Detail

ENewwindow  ? Help B} hitp

=)

Budget Transaction Detail

Find an Existing Valug m

Run Control ID: [BUD_RPT_TESTOO

| oAdd |

Find an Existing Value | Add a Mew Value

HU00% -

Step Action

7. The Add a New Value tab displays.

Click the Add button.

Home

Favorites

Maln Menu > Comnmitment Control > Budget Reports > Budget Transaction Detail

S ewWindow  ? Help [# Personalize Page 5, hitp

hitn

Commitment Control Budget Transaction Detail Report

Run Control ID:

TESTOO EentManager  Erogess Moniter RN

Language:

Report Request Parameters

Unit: Moo @ Administrative Office of Gourt

Ledger Group: e User Budget Overrides

Transaction Type Option: All - Tyne: S

Commit Control Date Option: All - Date From: 10202012 [ DateTo: 10292012 6
Ledger Type Opion: P -

Commitment Control Ledger Type

- HEE

ChartField Selection

Sequence  ChartField Hame Include CF  Value

[

To Value

Q| Q

B save | =] Notify |

Add | | £ UpdateDisplay

®00% v
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Step Action

8. The Commitment Control Budget Transaction Detail Report page displays.

Un-check the User Budget Overrides option.

| User Budget Overrides |
9. Enter the desired date range into the Date From and Date To fields.
10. Click the Look up Ledger Group (Alt+5) button.

Look Up Ledger Group

SetiD: SHARE
Ledger Group: begins with = |

LookUp || Clear || Cancel |Basic Lookup
Search Results

iew 100 First [4] 1910 [3] Last
x

Ledger
Group

e
DETAIL Detail Leduer Group Expense
QPERATING Operating Ledger Group Expense
QPER DTL Operating Detail Leduer Group  Expenze
QPER_SUM Operating Summary Ledeer Group Expenze
FPROGRAM Proaram Ledger Group. Expense
PROJ GRNT P! Ledger Group Expense

Leday
Description Group.
Type

javascriptidoUpdateParentidocument wind, #1CRow3); w00% -

Step Action
11. Click the OPER_SUM link.
OPER SLiht
12. Click the Refresh button.
13. Use the scrollbar to scroll down and reveal all of the available report chartfields.
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Favorites  Main Menu > Cormmitment Control > Budget Reports > Budget Transaction Detail

Commit Control Date Option: All - Date From: 07/0142012 ) DateTo: 10/28/2012 &

Ledger Type Option: All -

Commitment Control Ledger Type

{Refresh

ChartField Name Include CF  Value To Value

har
sean

—
]
]
—
—
I
I
—
—
]
D
T
F]
T
T

& Save Natify [+ Add | £ UpdateDisplay

Prograrm CostAccount

]

Fund Code

Account

Praogram

Appropriation Number

Appropriation Year

Batch Agetcy

Department

PC Business Unit

Project

Activity

Sauree Type

Affiliate

Fund Affiliate

£\ PP PP AP S PSP PSSP
s\ 2 P p|P|A P A DP|SIA RIS S A

O EEO00DEOEODEEEE

Operating Unit Affiliate

H100% -

Step Action

14. Click the Include CF option in the Program Cost Account chartfield.
15. |Cﬁ:k the Include CF option in the Fund Code chartfield.

16. Click the Include CF option in the Account chartfield.

17. I%(I:k the Include CF option in the Program chartfield.

18. Click the Include CF option in the Appropriation Number chartfield.
19. Click the Include CF option in the Appropriation Year chartfield.
20. Click the Include CF option in the Batch Agency chartfield.

21. Click the Save button.

22. Use the scrollbar to go back to the top of the page.

Page 129




Training Guide
KK220 Establishing and Managing GEA R S

it General Enterprise And Resource Support
Budgets

Favorites  Main Menu > Cormmitment Control > Budget Reports > Budget Transaction Detail

FNewWindow ? Help [ Personalize Page Shtp =
Commitment Control Budget Transaction Detail Report
Run Control ID:  BUD_RPT_TESTO0 RepoiManager  Process Monitor YA

Process Request Dialog

Language:

Report Request Parameters

Unit: WQ Administrative Office of Court

Ledger Group: |oPER_SUM @ User Budget Overrides

Transaction Type Option: Al - S

Commit Control Date Option: Al - [omio1i2012 B Date To: [tozenorz 5 H
Ledger Type Option: W Commitment Control Ledger Type

Commitment Control Ledger Type

Refresh
ChartField Selection

ChartField Hame Include CF  Value

PC Business Unit

Sequence To Value

[ 1 Program CostAccount [ Q | aQ, |2

[ 2 FundCode [ a | Q

—] [ a | a .
[ 4 |Prooram [ Q | Q

[ 5 npropriation Number [ a | Q

[ & Anpropriation Year \ a | a

[ 7 atchAgency [ Q | Q|2

[ Department [ Q | Q

[ [ a | Q

HU00% -

Step Action

23. Click the _Run button.
Fun _

Favorites - Main Menu > Cormmitment Control > Budoet Reports > Budaet Transaction Detail

Fnewiindaw P Help [ Personalize Page 5, hitp

Process Scheduler Request

User ID: wayneight Run Control ID: BUD_RPT_TESTO0
server Name: [N ~ Run Date: |10/29/2012 [
Recurrence: Run Time: [12:57.05FM | Resetto Gurrent Date/Time |
Time Zone: Q
Select Description Process Hame Process Type *Format
Budget Transaction Detail Rep GLSB00G SQR Report ~ PDF  ~ Distribution
| OK  Ccancel

0%
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Step Action

24, The Process Scheduler Request page displays.

Click the O_K button.

Favorites  Main Menu > Cormmitment Control > Budget Reports > Budget Transaction Detail

& New Window P Help [/AF’ersnnathPa% saved ‘_

Commitment Control Budget Transaction Detail Report

Run Control ID:  BUD_RPT_TESTO0 Renoithianager  Process Monitor L FlL.S
Unit: Moo e Administrative Ofice of Court
Ledger Group: |oPER_SUM @ [T user Budget Overrides
Transaction Type Option: Al - e 1
Comimit Control Date Option: All - Date From: 070102012 [ DateTo: 10/29/201 2 & H
Lodgor Type Option: w1

Commitment Control Ledger Type

- HE

Refresh

ChartField Selection

Sequence ChartField Hame Include CF Walue To Value

[ 1) Program CostAccount [ Q | ey

[ 2 Fundcoge [ El Q

[ 3 Account [ a | a I
[ 4 |Prooram [ a | Q

[ 8 Appropriation Number [ a | Q

[ B |Appropriation Year [ Q| Q

[ 7 BathAgeny [ Q| Q =

[ Projest | Q| Q

|| PcBusiness Unit . Q | Q -

javascript:submitetion_uindidocumentuind,'PRCSRQSTDLG_W/RK_L OADPRCSMONITORPE'; 0% -

Step Action

25. The Commitment Control Budget Transaction Detail Report page displays.

Click the Process Monitor link.
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Home

Favorites  Main Menu > Commitrment Control > Budget Reports > Budget Transaction Detal
Elpewwindow 7 Help & Personalize Page [ i
Server List
Actions
User ID[avne wright (@ Type - Last - [ 1 Days - Refresh
Server ~  Mame | Q  Instance
Run Status - Distribution Status ~  [#)Save OnRefresh
Process List
Select Instance Seq. Process Type ::i% user. Run Date/Time Run Status ﬁ Details
12284 S0R Report L5005 wayne wright 1062012012 1257 05PM POT  Queved RIA Details
12283 SQR Report GLIB00S wayne wright 10292012 123520PM PDT  Success  Posted  Details
12283 S0R Report GLSB005 wayne wright 1062012012 1207 24PM FOT  Success  Fosted  Details
12281 Bl Publisher FSX0054 wayne wright 102020121051 314M PDT  Success  Posted  Details
12280 Crystal FINDOS4- wayne wnight 10292012 10:51 1AM PDT  Cancelled | NiA Details
12278 Crystal FINDOS4- wayne wright 10620/2012 10480644 PDT  Cancelled | N/A Details
12278 S0R Report 5L58510 wayne wright 1062012012 8:15:27AM POT Success  Posted  Details
12277 SQR Report GLIB00S wayne wright 1062972012 5:04:208M POT Suctess  Posted  Details
12276 S0R Report 5LSB005 wayne wright 1062012012 8:53.434M POT Success  Posted  Details
0 back to Busiget Transaction Detail
E save =] Natify
Frocess List| Sener List
< m ] 3
0%~

Step Action

26. The Process List displays.

Click the Refresh button.

Note: You will have to click on the refresh button a few times to see the 'Run Status’
change.

27. Click the Details link once the Run Status is successful.
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Favorites  Main Menu > Cormmitment Control > Budget Reports > Budget Transaction Detail

Epewwindow 7 Help & Personalize Page [
Process Detail

Instance 12284 Tvhe SGR Report
Name GLS8005 Description Budiet Transaction Detail Rep

Run Status 5yccess Distribution Status posted
[Ren ] UbdateProcess
Run Control ID BUD_RPT_TESTO0 Hold Request

Location gerver Queue Request

Server PSUNY Cancel Request

Delete Request

Recurrence Restart Request

Request Created On 10/28/201 2 12:57:07FM PDT Earameters Transfer

Run Anytime After 10/28/2012 12:67:06PM POT Message Log
Began Process At 10/29/2012 12571 5PM PDT Batch Timings
Ended Process At 10/29/2012 12:57:30PM PDT Wiew LogTrace

Cancel |

[jvascriptsubmitietion wind{docurmentwind, PMN_DERIVED INDEX_BTN'); HU00% -

Step Action

28. The Process Detail page displays.

Click the View Log/Trace link.

Home ' MURChannel C

Favorites - Main Menu > Commitment Control > Budget Reports » Budget Transaction Detail

Epewwindow 7 Help & Personalize Page [

View LogiTrace

ReportID: 9754 Process Instance: 12234 $ilessane Log
Name: GLS800S Process Type: BQR Repart
Run Status:  Success

Budget Transastion Detail Rep
Distribution Details

Distribution Node: - PSURNIX Expiration Date:
Hame File Size (bvtes)  Datetime Created
SOR GLSG00S 122840 1511 10/29/2012 12:57:30,26 3650PM PDT
58005 12284 PDE 19,440 1072812012 12.57:30.263650PM PDT
alsB005 1228400 Tar 121 10/26/2012 12:57:30.263650PM PDT
Distribute To
Distribution ID Type: “Distribution ID
User wayneright

Return

hitp:fforacleld.courts. state.md.us: 14800/ psreports/fsqa/3254¢gls8005_12284.PDF 0% -
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Step Action

29. The View Log/Trace page displays.

Click the gls8005_xxxxx.PDF link.
[nls3005 12354 PDF]

Pacplefofs GL

Report ID. GLSLOOE EULGET TRAEACTION TETAIL Page o, 1
Bus. Unir. MOJID--Adwiniztmacive Office of Cowre B Daee 10/20/2012 L4
s g CBER S - - Gpersting Samary Ledges Growp Fom Time 1% £714F
Foct Data: 411 Dates
Toan Typs: AL Types
Jo——Y Fud  docome Progran  Appiop Wmber Appeop ¥r | Batch i
™ 000 moq_ 0300 Boo2 6o0s w2 (=3
Budget Total Recogrized Total Collested  Pam Ercwmberd Ercwmberd Expended Dverride Ouerxide
=% Tate Tamnzction Docweent [I Line Fefermnce fheviry foary iy primy nourk TR User ED Usmr
T0/1T/2007 Gl BDJRML DOMOOONISE T 1071272012/ /Uploaded Jowmal - .00 000 .00 T 7.
1071520 OoooooMlEx 1 I0/12/2012//Tpleaded Jowmal - 000 0 o0 000 0o 0loo
1 Oo0000MIs4 1 I0/12/2012//Upleaded Jowmal - 000 0 o0 000 0o 0loo
10715/2m2 GL; 0000000185 1 I0/12/2012//Tploaded Jowmal - 000 0 o0 000 0o 0loo
10715 0000000186 1 I0/12/2012//Tploaded Jowmal - 000 0 o0 0.00 0o 0loo
10715 ; 0000000187 1 I0/12/2012//Uploaded Jowmal - 000 0 o0 0.00 0o 0loo
10/15/2m? GLBIJIFNL 00DODODISS 1 10712/2015//Uploaded Jowmal - 000 0 o0 0.00 0o 0loo
10/15/2m? GLBIZIFHL 00DO0ODISS 1 1012/2013//Uploaded Jowmal - 000 0 o0 0.00 000 0lon
Fmber of Transamtions ¢ Torals 0.0 000 0.00 0.0 0.0
Cussency poi Furd g Progran by Faber Gppimp Tr  Batsh
= 2000 W@ 1600 ooz 20002 R22013 3
Budget Total Recogrized Total Collested  Pam Ercwmberd Ercwmberd Expended Dverride Ouerxide
Trnsction louent [0 Befermree TE lGex BI Usmr
05/03/2002 GL_BD_JRML 0ONDOOMIT 1 03/24/2012//Uploaded Jouwmal 000 000 0.00 000 900
08/2c/2m2 GLIPDJRL QOMQOOBITE 1 08/26/2012)/Ublsaded Jowmal 0o 000 000 0o 0lon
08/26/2M32 GLEDJRL 0Q0M000BITY 1 08/26/2012//Upleaded Jowmal 0w 0o 000 a0 0lon
Fnber of Transamtions 2 Torals 0.0 000 0.00 0.0 0.0
Cussmncy Poi Furd g Progran  Appwce Mubsr dppemp Yr  Bavch fay
= 2000 wo@ 1200 ooz 20002 R22013 3
Pulger Total Recogrized Total Collected  Fam Envwberd L m—r— Expanded Dverride Ovexxide
Pose Date Toancaotion Doouwent ID Line Fefesros fhaviry ey o mcrme. e, TR Ueex ED Usar
©3/2E/2002 GLED_JRL 0000000ITE 1 08/24/2012//Uploaded Jouwmal .00 .00 .00 TG00 500
0372642002 GLBTJRML 00G000BITE 1 08)26/2012//Uplonced Jouwmal 000 000 000 o0 0loo
0372642002 GLET_JRML 0080008178 1 08)26/2012//Uplonced Joumal 000 000 000 oo 000
Fubex of Trsncamtions T Tocals .00 .00 .00 e 000

Cucmncy POi Bund  decome | Bxogran  Agpamp Mader ippmp ¥x  Eacch gy

Step Action

30. The Budget Transaction Detail Report displays in a new window.

Use the scrollbar to see each page of the report.

31. You have successfully completed the Running the Budget Transaction Detail Report
topic.

You have learned how to:
- Run the Budget Transaction Detail Report
End of Procedure.
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6.3 Running the Ledger Detail Report

In this topic, you will run the Ledger Detail Report. You will create a run control to execute the
Ledger Detail Report.

After completing this topic, you will be able to:

o Create a run control for running the Ledger Detail Report
e Generate and review Ledger Detail Report

Procedure

In this topic, you will run the Ledger Detail Report.

Step Action

1. Navigate to the Ledger Details page.

Click the Main Menu button.

ain Mernu

2. Click the Commitment Control menu.

| [ Cornmitment Control * |
3. Click the Budget Reports menu.

| 1 Budget Reports F|
4, Click the Ledger Details menu.

| |=| Ledger Details |

Page 135



Training Guide

KK220 Establishing and Managing
Budgets

Favorites + Main Menu > Commitment Control > Budget Reports > Ledger Details

Ledger Details

Enter any infarmation you have and click Search. Leave fields hlank for 2 list of all values,

U EENERETTERS © Add a New Yalue

Home |

- Search Criteria

Run Control ID: begins with ~
[ case Sensitive

Search Clear |pasic Search [) Save Search Criteria

Find an Existing Value | Add a New Value

L35

Worklist | Multich:

GEARS

General Enterprise And Resource Support

sole | AddtoFavorites | Sionout

ENew window 2 Help B, hitp

HU00% -

Step Action

The Ledger Details search page displays.

"BUD_RPT_TEST10"

Enter the desired information into the Run Control ID field. For example, enter

6. Click the Add a New Value tab.
| Add & Mew Value |
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Favorites

Main Menu > Cormmitment Control > Budget Reports » Ledger Detais

ENew window 2 Help B, hitp
Ledger Details

Find an Existing Valug m

Run Control ID: [BUD_RPT_TEST10

| oAdd |

Find an Existing Value | Add a Mew Value

HU00% -

Step Action

The Add a New Value tab displays.

Click the Add button.

Favorites

Home:
Main Menu > Cormmitment Control > Budget Reports > Ledger Detals

A newitindow  ? Help [ Personalize Page T, hitp
Commitment Control Ledger Details Report

Run ControlID:  BUD_RPT_TEST10 Eeport Manager

Process Monitar | RUD |
Language:

Report Request Parameters
Unit: MDJUD Q

Ledger Group: Q

Administrative Ofice of Court

| Reftesh |
ChartField Selection

Sequence  ChartField Hame Include CF Deser  Value

To Value
[ Q| Q

B save | =] Notify |

|Ex Add | |5 UpdateDisplay

javascriptipAction_winh{documentwind, RUN_CNTL_KK_LEDGER_GROUPSprompt');

®00% v
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Step Action
8. The Commitment Control Ledger Details Report page displays.

Click the Look up Ledger Group (Alt+5) button.

Look Up Ledger Group

SetiD: SHARE
Ledger Group: begins with ~ |

[ LookUp || Clear |~ Gancel |gasiclookup

Search Results

ew 100 First [4] 180f8 [5] La
r

Description

ETAIL Detail Ledger Group
OPERATING Operating Ledger Group
OPER DTL Operating Detail Ledger Group Expense
OPER SUM Operating Summary Ledger Group Expense

PROGRAM  Program Ledger Group
PROJ GRNT ProjectiGrant Ledger Group Expense

javascriptdoUpdateParentidocumentwind, #ICRow2");

w00% -

Step Action

9. Click the OPER_DTL link.
10. Click the Refresh button to reveal all of the chartfields available for the report.
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Home | Wiorkist | Mulichan

Favorites + Main Menu > Commitment Control > Budget Reports > Ledger Details

0 New Window P Help [& Personalize Page i, hip

Commitment Control Ledger Details Report

Run ControlID:  BUD_RPT_TESTIO Report Manager Process honitor B

Language: English =

Unit: MDJUD Q. Administrative Office of Court
Ledger Group: OPER_OTL @, Operating Detail Ledger Group

Sequence  ChartField Name Include CF Deser  Value To Value

Prograrm Cost Account

o
o

Fund Code

Account

Pragrarm

Appropriation Mumber

Appropristion Year

m

Batch Agency

Departrert

PC Business Unit

Project

Ay

Source Type

Affiliate

DooozoooeEoze
oooooooooooze
£ P PP P PSP LL PSS S
£ P PP P PSP LL PSS S

Fund Affiliate

I

H100% -

Step Action

11. Click the Include CF option in the Program Cost Account chartfield.
12. |Cﬁ:k the Include CF option in the Fund Code chartfield.

13. Click the Include CF option in the Account chartfield.

14. I%(I:k the Include CF option in the Program chartfield.

15. Click the Include CF option in the Appropriation Number chartfield.
16. Click the Include CF option in the Appropriation Year chartfield.
17. Click the Include CF option in the Batch Agency field.

18. Click the Save button.

19. Use the scrollbar to scroll to the top of the page.
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Favorites + Main Menu > Commitment Control > Budget Reports > Ledger Details

FNewWindow  ? Help [ Personalize Page Sntp =
Commitment Control Ledger Details Report

Run ControlID:  BUD_RPT_TESTI0 Report Manager Process Montgr | RU|

Language:

Report Request Parameters

Unit: MDJUD 1@ Administrative Office of Gourt
Ledger Group: [OFER_DTL 1@ operating Detail Ledger Graup
| Refresh
Sequence ChartField Name Include CF Deser  Value To Value =
[ 1 Program CostAccount [ Q | Q |l
[ 7 FundCode \ a | Q
[ [t [ a | a
[ 4 Program [ a | Q
[ 5 mppropriation Number [ Q | Q
[ & ppropristion vear I a | Q
[ 7 Bashagency [ Q | Q 3
T Depsrimem \ a| a
[ PCBusiness Unit [ Q | Q L4
[ Project [ Q | Q
[ iy [ a | a
[ courceTwe [ Q | Q
T [ a | Ol
[ FundAffliate [ Q | [

HU00% -

Step Action

20. Click the Run button.
Fun _

Favorites  Main Menu > Commitment Control > Budgst Reports » Lecger Detais

Fnewiindaw P Help [ Personalize Page 5, hitp

Process Scheduler Request

User ID: wayneight Run Control ID: BUD_RPT_TEST10
server Name: [N ~ Run Date: |10/29/2012 [
Recurrence: - Run Time: [1:28:08F M | Resetto Gurrent Date/Time |
Time Zone: Q
Select Description Process Hame Process Type Type *Format
Ledger Details report GLERA10 SQR Report Weh = PDF v Distribution
| OK  Ccancel

0%
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Step Action

21. The Process Scheduler Request page displays.

Click the OK button.

Favorites  Main Menu > Commitrent Contrel > Budget Reports > Ledger Detais
FNewWindow ? Help [ Personalize Page Shtp =
Commitment Control Ledger Details Report
Run Control I BUD_RPT_TEST10 Reporthsnager  Process bonitor et
Language: English  ~ F‘rnce
Unit: MDJUD 1@ Administrative Office of Gourt
Ledger Group: [OFER_DTL 1@ operating Detail Ledger Graup
Refresh
ChartField Selection n
Sequence ChartField Name Include CF Deser  Value To Value =
|1 Program CostAccount o | Q | Q |
2 FundCode | | Q | Q
[ 3 Account a | Q| a
4 |Program =g a | Q
|5 Appropriation Mumber B | Q | aQ
6 Appropriation Year | | a | Q
[ 7 BatchAgency B | Q | Q £
[ ety B B | Q | Q
[ Projent B il Q | Q L4
[ Statisties Code B =l a | Q
GCurrency Gode B | | a | (s
[ courceTwe ] =il Q | Q
T S| B | a | o ||
[ Fundafiliste B B | a | Q L
v criptisub mitAetion_wind{docurment wind, PRCSROSTDLS_M/RK L OADPRCSMONITORPE; 0%~

Step Action

22. Click the Process Monitor link.

Ba
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Home

Favorites - Man Menu > Commitment Control > Budgst Reports > Leciger Detals
Elpewwindow 7 Help & Personalize Page [ i
Server List
Actions
User ID[avne wright (@ Type - Last - [ 1 Days - Refresh
Senver ~  Mame | @ Instance 11—,‘/'%
Run Status - Distribution Status ~  [#)Save OnRefresh
Process List
Process ibuti
Select Instance Seq. Process Type N_ill'\E User Run Date/Time Run Status St—ilus Details
12291 S0R Report 5156510 wayne wright 1042012012 1.23:08PM PDT Success  MIA Details
12284 S0R Report GLIB00S wayne wright 102920121257 05PMPDT  Success  Posted  Details
12283 S0R Report GLSB005 wayne wright 10620/2012 1235 20PM POT  Success  FPosted  Details
12282 S0R Report L5005 wayne wright 1020120121207 24PMPOT  Success  Posted  Details
132281 BI Publisher FSX0054 waynewnight 10292012 10:51 1AM PDT  Success  Posted  Details
12280 Crystal FINDOS4- wayne wright 1020/2012 1051 314M PDT  Cancelled | N/A Details
12279 Crystal FINDOS4- wayne wright 1020120121043 054M PDT  Cancelled KA Details
13278 S0R Report GLIBS10 wayne wright 1062972012 B15:27AM POT Suctess  Posted  Details
12277 S0R Report 5L58005 wayne wright 1042012012 8.04:204M POT Success  Posted  Details
12276 S0R Report GLIB00S wayne wright 1062972012 534380 POT Suctess  Posted  Details
Go hackto Ledaer Details
B save | [=] Watity
Process List| Sewer List
4 . ] 3
0%~

Step Action

23. The Process List displays.
Click the Refresh button.

Note: You will have to do this a few times to see the 'Run Status' change.
Refresh |

24, Click the Details link once the Run Status is successful.
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Favorites + Main Menu > Commitment Control > Budget Reports > Ledger Details

Process Detail

Instance 12291 Tvhe SGR Report
Name GLZ8510 Description Ledger Details repon
Run Status 5yccess Distribution Status posted

[— Cancel |

[Ren ] UbdateProcess

Run Control ID BUD_RPT_TESTI0 Hold Request
Location ggrvar Queue Request
Server PSUNX Cancel Request
elete Request
Recurrence Restart Request
Request Created On 10/28/2012 1:28:12PM PDT Parameters Transfer
Run Anytime After 10/28/2012 1:28:08PM FOT Message Log
Began Process At 1012812012 1:28:19PM POT Balch Timings
Ended Process At 101292012 12833PMPDT  Wiew Log/Trace

Epemeindow 7 Help

[ Personalize Page B hitp

[jvascriptsubmitietion wind{docurmentwind, PMN_DERIVED INDEX_BTN');

| 100%

Step

Action

25.

The Process Detail page displays.

Click the View Log/Trace link.

Home

Favorites - Main Menu > Commitment Control > Budget Reports > Ledger Details

View LogiTrace

ReportID: 9255 Process Instance: 12291 $ilessane Log
Name: G810 Process Type: BQR Repart
Run Status:  Success

Ledger Details report

Distribution Details

Distribution Node: - PSURNIX Expiration Date:

Hame File Size (bvtes)  Datetime Created

SOR GLE8510 12291 o 1511 10/29/2012 1:26:33,643930PM POT
isB510 12281 PDE 8,243 1072812012 1:26:33 543930PM POT
IsBS10 12281 out 170 10/28/2012 1:28 33 643930PM FOT
Distribution ID Type: “Distribution ID

User wayneright

Return

MURChannel C

Epemeindow 7 Help

[& Personalize Pags p

hitp

hitp:fforacleld courts. state.md.us: 14800/ psreports/fsqa/9255/gls8510_12291.PDF

#,100%
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Step Action
26. The View Log/Trace page displays.

Click the gls8510_xxxxx.PDF link.
158510 12291 POF|

Step Action

217. The Ledger Details Report displays in a new window.
Use the scrollbar to scroll through the report.

28. You have successfully completed the Running the Ledger Detail Report topic.

You have learned how to:
- Run the ledger detail report
End of Procedure.
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Course Summary

v

You have successfully completed the KK220 Establishing and Managing Budgets course. In this
course, you have learned how to:

Congratulations!

Review Commitment Control concepts and processes

Establish Operating budgets

Generate the initial budget request to submit to HOBO

Enter budget journals for budget amendments, adjustments and transfers
Manage and override budget errors that occur during budget checking
Review budget activity

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gears@mdcourts.gov
(mailto:gears@mdcourts.gov).
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